2-19-88 ASSI STANT RETI REMENT PLAN MANACGER 9415

Summary of Duti es: Assists the Retirement Plan Manager in directing
the activities of a Retirenent System and does rel ated work.

D sti ngui shing Feat ures: An Assistant Retirenment Pl an Manager is a
line assistant to the Retirenent Plan Manager in either the Gty

Enpl oyees' Retirenent System Water and Power Enpl oyees' Retirenent
Plan or Fire and Police Pension System and has najor responsibility
for all work of the several sections of the retirenent plan office. An
enpl oyee of this class is expected to relieve the Manager of nuch of
the admnistrative and investnent detail in directing the operations
of the office. In addition, the work invol ves assenbling and

anal yzing data and preparing reports and recommendati ons on

admni strative probl ens and

investnent policies and strategies. An Assistant Retirenment Plan
Manager acts for the Retirement Plan Manager in the latter's absence.

Exanpl es of Duties: Pl ans, assigns, supervises, and revi ews the work
of the retirenment plan office; interviews, select, and trains new
enpl oyees; initiates, reviews and sends correspondence; reviews and
recommends disability, death and survivorship benefits clains;

supervi ses the processing

of all clains and the analysis of disability clains and investigation,
nmedi cal statenents, and histories; reviews Charter provisions, and
proposes and reviews proposed anendnents to the Charter; admnisters
Board rulings, and Gty Attorney's opinions in connection with

i ndi vidual cases of eligibility for benefit paynments and with
investnent strategies; reviews, analyzes, and recommends i nprovenents
in office admnistration and coordi nation

of Department procedures with other departnents; provides information
to and confers with consulting actuaries, |egal and nanagenent
representatives and staff nenbers regardi ng admni strati on,
interpretation and application of the retirenent plan.

Moni tors stocks and bond trading; reviews recommended investrments with
respect to legality; supervises the collection of outstandi ng

di vi dends, enl ita 2nd jinterest paynents; rom-stoek—
s—#S

—We——b

AW







ASSI STANT RETI REMENT PLAN MANACGER, 9415 Page 3
g@@@%@@#%iEEEEEEIIE'EEHEE 28
‘HE’ 5




