05-04-1990
RETI REMENT PLAN MANAGER, 9149

Summary of Duties : Under the direction of a Board of Conmm ssioners or
Board of Admnistration, admnisters a retirenent or pension program
whi ch i ncludes the investnent of funds and the granting and paynent of
al | onances and benefits; and does rel ated work.

D stinguishing Features : A Retirenent Plan Manager has a dual
responsibility in serving as secretary to the board of an enpl oyees'
retirenent systemand as admnistrati ve head of the sane system An
enpl oyee of this class carries out board decisions, including business
arrangenents required to invest plan funds in stocks, bonds, and
various short-termnedia. In addition, a Retirenent Plan Manager nust
obtain information and nake or be prepared to nmake recommendati ons on
actual or potential problens related to the operation of the system
Wi | e many board deci sions are specific, many establish only broad
guidelines for the work, therefore, the Retirenment Pl an Manager
retains considerable responsibility for judgnent and discretion in the
direction of retirenent plan activities.

Exanples of Duties : Serves as secretary to a retirenment board; plans,
devel ops, directs, coordi nates, eval uates, and inpl ements nethods,
procedures or prograns required in the admnistration of a retirenent
system inplenents and carries out the policies and instructions of
the board in admnistering the retirement system mnakes busi ness
arrangenents required to carry out board decisions relating to the
investnment of funds; interprets actuarial studies and reports nmade on
various phases of the plan; anal yzes and approves or di sapproves
proposal s of the investnent counsel to exchange bonds, debentures, and
other fixed income securities; analyzes retirenment and pension | aws,

pl ans, rules, and procedures and recomrends changes; nanages the sale
and nai ntenance of properties acquired as forfeitures on investnents;

Drects, reviews, analyzes, and nodifies departnment operations and
procedures relative to the acceptance of new nenbers, authorization of
paynents, and keepi ng of enpl oynent, menber contribution, financial,
and ot her records; supervises the keeping of accounting records of
retirenent, disability, and death benefit funds; arranges for the

col l ection and deposit of interest coupons, payroll deductions, and
general fund grants; confers with consultants and attorneys in the
preparation, revision, and interpretation of applicable ordi nances and
other regulations and on problens relating to i nvestnents, insurance
practices, analysis of clains, actuarial analysis, conduct of nedical
exam nations, and revi ew of medi cal evi dence of disability and
interprets and applies their recomrendations; confers w th departnent
officials to coordinate the admnistration of the retirenent plan with
the work of other divisions and departnents;

Supervi ses investigations nade to verify clains and col |l ects evi dence
of eligibility for benefits; makes recomrendati ons on clains for
retirenment allowances and disability or death benefits; occasionally



participates in court defense of application denials or in other
[itigation;

Prepares or approves reports, correspondence, and forns for interna
admni stration; and supervises the preparation of the annual budget,
including determnation of the anounts to be contributed by the agency
for which the retirement or pension systemexists; as a nenber of
managenent, anal yzes and determ nes i npact of enpl oyee
representati ves' proposals in departnent operations; fulfills
managenent affirmative action responsibilities as set forth in the
Gty's Affirmati ve Action program and nmay occasionally be assigned to
other duties for training purposes or to neet technol ogi cal changes or
emner genci es.

Qualifications : A good know edge of the basic | aws establishing and
controlling the various Gty retirenent plans and of the general |aws
and | egal decisions affecting their operation; a good know edge of the
operating procedures of these retirenent plans; a good know edge of
the principles, purposes, techniques, and trends of private and
governnental retirenent systens and of the relationship of retirement
and disability plans to general governnental adm nistration; a good
know edge of the principles and practices involved in the use of
stocks, bonds, nortgages, certificates of deposit and notes as nedia
for both short and Iong-terminvestnment of funds, including security
standards, classifications, ratings and indices, literature and gui des
on investnments and annuities, and insurance devi ces and ai ds; a good
know edge of the principles of organization and personnel mnmanagenent;
a good know edge of the theories and principles of nedica
rehabilitation; a good know edge of data processing techni ques and
their applicability to the admnistration of a retirenment system a
good know edge of the laws and regul ations related to equal enpl oynent
opportunity and affirmative action; a good know edge of safety

princi ples and practices; a general know edge of Gty personnel rules,
policies, and procedures; a general know edge of nenoranda of
understanding as they apply to subordinate personnel; the ability to
understand and interpret actuarial studies and reports; the ability to
exer ci se good business, investnent, and admnistrative judgnent; the
ability to prepare and interpret statistical and financial data; the
ability to plan and supervi se the nai ntenance of appropriate records
for retirement purposes and to interpret the data derived fromthem
the ability to plan and direct the work of subordinates; and the
ability to deal tactfully and effectively with enpl oyees, nenbers of
the retirenent plan, investnent personnel, and the public.

Two years of experience in the admnistration of a public retirement
pl an as an assistant retirenment plan nanager is required.

License: Awvalid California driver's license is required.

Appointrment to this position is subject to a one year probationary
period as provided by Section 109 of the Los Angeles Gty Charter.



Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasional ly over 15 pounds; arm hand, and finger
dexterity with at | east one hand involved in activities such as
reachi ng, handling and feeling; good speaking and hearing ability; and
good eyesi ght.

Persons with nedical limtations nmay, w th reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and responsibilities
of any position shall be.



