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JOB OPENING 

 

 

POSITION TITLE: BENEFITS COORDINATOR 

 

SALARY: $35,000-$46,000  
 
The Chattanooga Housing Authority (CHA) seeks a qualified individual for the full-time position of Benefits  

Coordinator.  The successful candidate will: have a friendly and professional demeanor, a knack for attention 

to detail, the ability to work with employees in diverse roles, a strong foundation in Human Resources (HR) 

principles, and will have an innovative and progressive outlook about how to develop and maintain efficient 

HR operating procedures. 

 

The primary responsibilities include, but are not limited to: administering employee benefit plans and acting 

as a liaison between employees and insurance providers; ensuring that plan provisions are followed and 

administered in accordance with federal and state regulations; entering accurate employee data in the HRMS; 

coordinating with the Finance Department to ensure appropriate employee benefit payments and coverage 

and implementing corrective action to ensure appropriate resolution for insurance vendor invoice 

discrepancies; assisting with onboarding and offboarding processes; performing employee file maintenance; 

processing vendor invoices; preparing travel and expense forms; coordinating employee leave processes; 

responding to employment verifications; responding to employee questions and concerns related to their 

employment; and performing special projects and other duties, as directed by the Employee Relations 

Manager. 

 

Qualifications: Bachelor’s Degree in HR or a related field, with one to three years of related experience, 

or any equivalent combination of education, training, and experience which, in the sole determination of 

the CHA, provides the required knowledge and abilities. Strong written and verbal communication skills 

required.  

 

Send a cover letter explaining your interest in this position and a resume or completed CHA application 

to: Chattanooga Housing Authority, P.O. Box 1486, Chattanooga, TN 37401, Attn:  Human Resources or 

e-mail to hr@chahousing.org.  CHA applications and a comprehensive list of employee benefits can be 

located at https://www.chahousing.org/jobs. Deadline for submission is Friday, September 25, 2020.  

Interested applicants are strongly encouraged to apply early as applications will be reviewed on a rolling 

basis.  

Equal Opportunity Employer 
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