
UNIVERSITY OF SOUTHERN CALIFORNIA

Retirement Planning Specialist

Job Code: 117042

OT Eligible:

Comp Approval:

Provides expertise on planning for and executing retirement processes. Works closely with 
relevant stakeholders to assist with retirement case management and educate the university 
community through workshops and seminars tailored to individuals at various stages of retirement. 
Champions the university’s vision, culture and values.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

1/20/2022

______ Provides practical and helpful guidance regarding financials and benefits to 
individuals at various stages of retirement, empowering them to make informed 
decisions. Performs accurate and timely enrollment transactions. Assists with 
retirement case management, including processing bank directives and 
transactions for defined benefit and other legacy retirement plans – e.g., 401(k), 
403(b), 457(b). Supports design and delivery of retirement education (e.g., 
seminars, workshops) to employees at various stages of their career. Updates case 
management entries in a timely manner as needed.

______

______ Maintains open lines of communication with employees planning for retirement. 
Collaborates with relevant stakeholders to provide expertise on planning for and 
executing retirement processes. Communicates with HR information systems team 
and others as needed to ensure accurate data reporting and tracking. Provides 
timely and constructive feedback when solicited to maintain a high performing 
organization. Ensures retirement plan information is up to date and readily available 
for employees.

______

______ Provides personal and informative individual appointments for employees, and 
proactively reaches out to varied parties to answer questions. Demonstrates 
thoughtfulness, attention to detail and understanding when communicating with 
employees. Coordinates with varied internal/external departments to ensure timely 
execution of retirement processes.

______

______ Researches and promotes resolution of retirement benefit issues arising during and 
after retirement. Designs and conducts informational sessions. Collects and 
analyzes data from retirement sessions (e.g., attendance numbers, feedback) to 
guide future programming. Demonstrates fairness, impartiality and integrity in 
decision making. Solicits feedback from managers, peers and other employees for 
continuous improvements. Stays current with retirement administration trends and 
best practices, and shares improvements to processes and procedures with the 
broader team.

______

______ Collects and analyzes data from retirement sessions (e.g., attendance numbers, 
feedback) to guide future programming. Conducts audits of retirement data entry 
and other processes. Analyzes data to produce clear reports as needed. Escalates 
questions to appropriate team members.

______
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______ Promotes an environment that fosters inclusive relationships and create unbiased 
opportunities for contributions through ideas, words, and actions that uphold 
principles of the USC Code of Ethics. Understands alignment between retirement 
administration and overall HR strategy. Demonstrate, through words, actions, and 
ideas, alignment to USC’s strategic plan and the HR organization’s strategic plan.

______

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

each job function to position.

JOB QUALIFICATIONS:

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

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:

5 years

Preferred Education:

Bachelor's degree

Preferred Experience:

7 years

Minimum Field of Expertise:

Five or more years’ experience in retirement savings administration. Experience with 
benefits programs and demonstrated excellence providing personalized customer service. 
Excellent written and oral communications skills, with experience designing and executing 
informational sessions or workshops. Demonstrated ability to effectively manage time, 
prioritize tasks, work independently and maintain confidentiality. Excellent research, 
analytical, critical thinking, problem solving and decision-making skills. Ability to calculate 
and project retirement contribution amounts. Ability to work independently and proactively, 
prioritize competing assignments, and provide assistance/guidance as needed on team 
projects. Proficiency with Microsoft Office.

Preferred Field of Expertise:
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SIGNATURES:

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

Master’s degree in business, economics, psychology, or other related fields. Seven or more 
years’ experience in retirement savings administration, benefits administration, HR and 
higher education. Certified Benefits Professional, Certified Employee Benefit Specialist, or 
Certified Compensation Professional, or other similar certifications. Experience in 
leadership and people-building roles, with excellent interpersonal skills and relationship-
building abilities. Experience with case management systems.


