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New York City Employees’ Retirement System 

Citywide Job Vacancy Notice  
Dated: 07/22/26 Posted Until: 08/06/26 | NYCERS Posting Number: 009-27-0005 

• Civil Service Title: Assistant Retirement Benefits Examiner  

• Title Code: 40491 

• Division: Disability Retirement Services  

• Salary: $26.33-$30.27 (Hourly) 

Job Description  
NYCERS' Disability Retirement Services division has an opening for a Part-Time 
Assistant Retirement Benefits Examiner. 

The responsibilities of this position include, but are not limited to: 

• Assist the Medical Board by escorting members to the examination appointment 
from the waiting room and advising them interview expectations 

• Assist with Customer Service provided to members and their representatives 

• Prepare medical cases for review 

• Process mail and faxes 

• Scan and index documents/backfiles into NYCEPAS 

• Enter, obtain, and/or update member or pensioner data and information into the 
appropriate computer system (i.e. PROD, NYCEPAS, etc.) 

• Prepare request letters and correspondences 

 

 

Preferred Skills and Experience:  
• Excellent computer skills (Word, Excel, Access, Adobe) as well as excellent 

communication skills. 

• Must be able to deliver excellent customer service. 
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• Must be able to work in a diverse and fast-paced environment and have the 
ability to manage and complete tasks within established deadlines and in an 
efficient manner.   

Minimum Qualification Requirements  
1. An associate degree or completion of 60 semester credits from an accredited college 
and either: 

a) two years of satisfactory full-time experience performing analytical, 
administrative or customer service tasks; or 
b) one year of satisfactory full-time experience performing mathematical, 
statistical, actuarial, or accounting computations in one or more of the following: 

i) a retirement or employee benefits plan; and/or  

ii) for customer service in a financial institution; and/or  

iii) in a position requiring the application of law, rules, and regulations and 
the use of statistical, actuarial, or similar tables; or 

2) An associate degree or completion of 60 semester credits from an accredited college, 
including or supplemented by 9 semester credits in mathematics, statistics, accounting, 
economics, finance, data analytics, project management, business administration, 
public administration and/or actuarial science; or 

3) A four-year high school diploma or its educational equivalent and two years of 
satisfactory full-time experience performing mathematical, statistical, actuarial, or 
accounting computations in one or more of the following:  

 

a) a retirement or employee benefits plan; and/or  

b) for customer service in a financial institution; and/or  

c) in a position requiring the application of law, rules, and regulations and the use 
of statistical, actuarial, or similar tables; or 

4) A four-year high school diploma or its educational equivalent and three years of 
satisfactory full-time experience performing analytical, administrative or customer 
service tasks; or 

5) A satisfactory combination of education and/or experience equivalent to "1", “2’, "3" or 
“4” above. College education may be substituted for the experience described in "3" or 
“4” above on the basis that 30 semester credits from an accredited college may be 
substituted six months of required experience. However, all candidates must possess a 
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four-year high school diploma or its educational equivalent and either 9 semester credits 
in mathematics, statistics, accounting, economics, finance, data analytics, project 
management, business administration, public administration and/or actuarial science 
from an accredited college or one year of experience as described in “1” above. 

Note: This position is open to qualified persons with a disability who are eligible for the 
55-a Program. Please indicate on your resume or cover letter if you would like to be 
considered for the position under the 55-a Program. 

Note: The City of New York is an inclusive equal opportunity employer committed to 
recruiting and retaining a diverse workforce and providing a work environment that is free 
from discrimination and harassment based upon any legally protected status or protected 
characteristic, including but not limited to an individual's sex, race, color, ethnicity, 
national origin, age, religion, disability, sexual orientation, veteran status, gender identity, 
or pregnancy. 

New York City residency is required. 

NYCERS is an equal opportunity employer 

Internal candidates must have been rated satisfactory or better on their last annual 
evaluation. 

To apply for consideration, please forward a cover letter indicating posting number 009-
27-0005 and a copy of a current resume to: cityjobs.nyc.gov and search for Job ID#: 
787527 

 

https://cityjobs.nyc.gov/
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