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WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 
 

 

JOB TITLE:  Human Resources Background Investigator/Benefits Coordinator 

 

DEPARTMENT: Administrative and Office Staff 

 

LOCATION:  Administration Building – Tribal Complex  

 

REPORTS TO: Human Resources Manager 

 

JOB SUMMARY:  

Human Resources Background Investigator/Benefits Coordinator’s position consists of, 

Assisting and providing support for a wide variety of activities of Human Resources (HR) 

including employee relations, background investigation and the Insurance Benefits.  The 

Background Investigator/Benefits Coordinator will and provide administrative support to the 

COVID-19 testing as well as providing staff support for new hires and all employees hired due to 

Covid-19.   

CORE DUTIES AND RESPONSIBILITIES: 

 

1. Maintains control of confidential materials for the Human Resources Office. 

 

2. Assists the Human Resources Specialist by providing information and resources for Tribal staff 

and supervisors through impacts from COVID-19, through emails updates, updates on guideline 

changes for COVID-19. 

 

3. Conducts interviews to determine eligibility to maintain or obtain official clearances, may 

directly interview applicants to clear up questions.   

 

4. Assists with HR guidance concerning COVID-19 impacts and relays information to be posted on 

the Tribal website and updated regularly. 

 

5. Assists with explaining Tribal Policies, Policies/Procedures, laws, and standards to new and 

existing employees during orientation. 

 

6. Research and scrutinize a specific history of a person for employment and hiring purposes. 

 



WEC Approved: 05/13/2021  Page 2 of 4 

 

7. Assists, updates and inputs new employee or current personnel information in Paycom’s HR 

system. 

 

8. Uses a variety of means to gather information, including contacting the applicant’s previous 

employers and coworkers, accessing publicly-available data through law enforcement, ODCR, 

and obtaining information through social media and other websites. 

 

9. Conducts Criminal background checks on potential employees and current employees. 

 

10. Assists potential employees and current employees with completing a finger print screening. 

 

11. Prepares reports of the findings of the background investigation and highlight any potential 

issues. 

 

12. Assists employees with enrollment in benefits programs, such as health insurance and retirement 

savings.  

 

13. Conducts presentations and meetings to explain benefits to employees and answers question or 

concerns from employees about their benefits. 

 

14. Conducts presentations and meetings to explain benefits to employees, during open enrollment 

and all year around when needed. 

 

15. Processes enrollment accurately, reviewing monthly payroll deductions, and resolves issues with 

insurance providers. 

 

16. Reviews list from all benefits providers for accuracy. 

 

17. Ensures all employees are informed of current benefits packages and informs employees of any 

changes to their benefits.  

  

18. All other duties as assigned by the Human Resources Manager. 

 

EDUCATION AND EXPERIENCE: 

 

1. An Associate’s Degree in Business Administration, Management, or related field is preferred. 

Candidate must have completed at least one (1) year in Business Administration, Management, 

or related field from an accredited College or University. However, may combine any 

equivalent combination of experience, training, and/or education. The experience and training 

must be documented by previous work experience.  Transcripts will be required to document 

education.   

2. Required to complete the Non-Criminal Justice Security Awareness Training 

3. Experience in all areas of Personnel Management and possess the necessary skills and ability 

to work in areas of human relations. 
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4. Must have experience with investigative techniques, from searches to conducting interviews 

to confirm information.   

5. Must have experience with maintaining strict confidentiality. 

6. Must have experience in communication skills, both oral and written, to interact with potential 

employees and current employees regarding personnel matters. 

7. Must be computer literate and able to operate software for letter processing and spreadsheets. 

Must have the ability to organize and maintain clear and concise records.  Must have experience 

in Microsoft Word, Excel, and PowerPoint database.  

 

8. Must be self-motivated and be able to work with a minimum amount of supervision. 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Work primarily in a climate-controlled environment 

with minimal safety/health hazard potential. Sedentary, sitting, walking, occasional lifting from floor, and 

bending. Frequent near vision uses for reading and computer use. Frequent stressful conditions. The noise 

level in the work environment is usually moderate. 

 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Must be physically able to operate a variety of 

office equipment such as a computer, printer, calculator, copy machine, telephone, photographic 

equipment, etc. Physical demand requirements are at levels of those for sedentary work. 

 

SPECIAL REQUIREMENTS: 

Possess and maintains a current valid Oklahoma Driver’s License. Subject to a background check, covid-

19 rapid test and drug screening. Must sign a Confidentiality Agreement and abide by confidentiality 

regarding program and personnel matters. Indian Preference applies.  Direct Deposit is required. 

 

This certifies that I have read the position description and I am capable of performing all essential 

functions of the job. 

 
 
__________________________________________      
EMPLOYEE       DATE 

 

 

__________________________________________     

DEPARTMENT SUPERVISOR    DATE 

 

 

__________________________________________     

CHIEF OPERATIONS OFFICER   DATE 
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__________________________________________     

HUMAN RESOURCES DEPARTMENT   DATE 

 
_____________________________________________________________________________________ 
Job descriptions are used primarily to Assists in the identification of the core duties and responsibilities of 
a position and to be used in determining the level of compensation for the position.  Other duties and 
responsibilities may be added or removed at the discretion of the Wichita Affiliated Tribes Executive 
Management. 


