
UNIVERSITY OF SOUTHERN CALIFORNIA

Analyst, Leave of Absence Administration

Job Code: 117063

OT Eligible:

Comp Approval:

Supports leave administration and associated policy and program development. Responsible for 
accurate tracking of leave hours, coordinating closely with the payroll department to ensure 
accurate and timely pay. Identifies and recommends improvements to current-state leave 
administration processes. Champions the university’s vision, culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

Yes

1/20/2022

______ Completes compliance audits of leave and workers’ compensation claims and 
transactions. Tracks and reports vendor benefit programs and claims data using 
proprietary reports and website information. Maintains organized case 
documentation, submits medical documentation for timely review, and resolves 
employee questions and concerns.

______

______ Supports the leave management process by conducting analyses and producing 
reports on LOA processes and transactions, identifying opportunities to improve 
processes and/or compliance. Provides specialized assistance to solution center 
analysts requesting detailed information about leave policies and programs. 
Displays professionalism, discretion and confidentiality when discussing sensitive 
matters.

______

______ Assists in the development of complete and accurate documentation of university 
leave policies and programs. Maintains open lines of communication with the 
broader LOA administration team. Assists with content creation for university-wide 
communications on leave policy and procedure.

______

______ Analyzes compensation and benefits policies related to leaves to ensure 
compliance with legal requirements. Supports research efforts as needed to gain 
clarity on claims and leave requests. Generates reports on leave data as 
requested, integrating information from various sources as appropriate. Escalates 
cases to team members in a timely manner. Stays current with latest industry 
knowledge, leading practices and federal/state laws.

______

______ Assess quality of LOA processes. Assists with and identifies process improvement 
efforts within the immediate team and broader HR division. Solicits and responds to 
constructive feedback from peers and managers. Develops strong, credible 
relationships from demonstrated ethical judgment, behavior and practiced 
confidentiality. Promotes an environment that fosters inclusive relationships and 
creates unbiased opportunities for contributions through ideas, words, and actions 
that uphold principles of the USC Code of Ethics.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.
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JOB QUALIFICATIONS:

SIGNATURES:

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

No

Yes

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

3 years

Preferred Education:

Master's degree

Preferred Experience:

5 years

Minimum Field of Expertise:

Three or more years’ experience in HR and leave management and administration. 
Experience working with HR professionals in a dynamic setting. Team-oriented self-starter 
with demonstrated relationship-building skills, able to work independently and proactively. 
Experience reviewing and maintaining documentation and records, running regular reports 
and disseminating information.
Excellent written and oral communications skills and attention to detail, able to exercise 
discretion with confidential information. Experience working in an office or department 
support role, able to assist with projects as needed. Demonstrated organizational and 
analytical skills, able to think strategically and creatively. Proficiency with Microsoft Office.

Preferred Field of Expertise:

Bachelor’s degree in human resources, business, communications, psychology, or other 
related fields. Five or more years’ experience in HR, benefits administration, and leave 
management and administration. Experience in higher education. Experience coordinating 
leaves of absence in compliance with varied federal and state regulations (e.g., FLSA, 
ADA, the California Family Rights Act). Demonstrated sound judgment for making 
decisions with minimal supervision. Experience supporting disability management, return to 
work administration, reasonable accommodations and the interactive process. Ability to 
prioritize competing assignments and manage workload effectively, working under pressure 
with tight deadlines and frequent interruptions. Experience using HR databases and 
information systems.
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Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer


