
UNIVERSITY OF SOUTHERN CALIFORNIA

Manager, Retirement Administration

Job Code: 117047

OT Eligible:

Comp Approval:

Directly manages the retirement program’s daily operations, various administrative functions and 
service delivery throughout the university. Contributes to the department’s strategic planning efforts.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

2/2/2022

______ Plans and develops retirement program objectives and services. Manages the 
delivery of retirement services to employees and/or other targeted program 
participants or beneficiaries. Consults with and advises employees on retirement 
plan and related issues. Provides information, options and documentation. Assists 
employees in determining retirement date, coordinating health benefits with social 
security and securing appropriate documentation. Serves as a key resource for 
retirement information. Resolves problems or questions referred by staff, university 
administrators, or professionals outside the university.

______

______ Researches and identifies retirement trends, needs, and regulations, and 
establishes alternative or updated program services accordingly. Sets and 
communicates program priorities and performance standards, assessing 
operations using these criteria. Plans and conducts quality assurance reviews and 
recommends changes as appropriate. Assesses quality of retirement services, 
modifying or creating new options as needed. Directs the development, 
maintenance and enhancement of electronic systems to support operations. 
Coordinates with other offices to ensure compatibility of related systems.

______

______ Plans audits and works with auditors and actuaries. Provides documents, 
information on plan procedures, and compliance with plan guidelines and IRS 
regulations. Develops and maintains records of participants and beneficiaries 
including active, deferred, retired, and separated members. Authorizes pension 
loan and withdrawal payments from benefit retirement plan. Determines and 
verifies eligibility and amount of employee benefit payments. Ensures documents 
are compliant.

______

______ Informs management of retirement trends and developments, providing advice and 
counsel. Assesses impact of new legislation on existing programs and makes 
changes as appropriate. Manages assigned staff. Recommends organizational 
structure, reporting relationships and staffing needs based on program goals. 
Makes hiring, promotional and salary decisions in accordance with university policy. 
Provides staff performance appraisals and determines need for disciplinary action. 
Counsels and disciplines staff, as needed.

______
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______ Manages the dissemination, interpretation, and application of policies, and 
recommends and/or approves exceptions. Develops communication strategies 
(e.g., training/information sessions, newsletters, event planning) and links 
retirement services and operations with relevant departments. Conducts group 
benefits presentations for groups and/or individual interviews with employees 
regarding retirement and pension options. Participates in the development and 
administration of policies and procedures.

______

______ 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. Maintains professional currency through 
active participation and leadership in internal/external associations and committees.

______

*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 work experience and education as equivalent

Minimum Experience:

7 years

Minimum Field of Expertise:

Seven years’ experience in HR and/or retirement administration, with one year or more in a 
leadership/management role. Advanced working knowledge and understanding of 
retirement plan administration and associated regulations and IRS tax rules. Experience 
ensuring compliance with applicable laws and regulations. Experience performing 
retirement saving administration in a high volume, fast paced environment Experience 
performing all facets of daily plan administration (e.g., processing of contributions, 
distributions, hardship withdrawals). Experience performing non-discrimination and other 
testing, providing strategic alternatives for correction of failures and presenting options to 
improve future non- discrimination tests. Experience managing a team to achieve goals and 
drive positive change. Demonstrated excellence providing personalized customer service. 
Demonstrated project management experience, providing effective oversight from inception 
to delivery. Demonstrated ability to effectively manage time, prioritize tasks, work 
independently and maintain confidentiality. Strong research, analytical, critical thinking, 
problem-solving and decision-making skills. Proficiency with Microsoft Office. Excellent 
written and oral communication skills and experience communicating with a wide variety of 
internal and external business partners.
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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

Supervises:  Level:

Supervises employees and/or student workers.

Preferred Education:

Master's degree

Preferred Experience:

10 years

Preferred Field of Expertise:

Ten or more years’ experience in higher education. Four or more years in a 
leadership/management role. Advanced degree in business, accounting, finance, 
economics, or another related field. ASPPA Service Provider Certification, or other similar 
certification. Certified Benefits Professional, Certified Employee Benefit Specialist, or 
Certified Compensation Professional, or other similar certifications. Experience in a benefits 
administration position in higher education. Experience working closely with senior 
leadership and executives, including identifying needs, developing action plans, identifying 
deliverables, and presenting results and recommendations. Ability to identify knowledge 
and resource gaps and utilize industry trends to create opportunities for development. 
Ability to train staff on emerging industry trends to ensure quality baseline of department 
knowledge.


