NYCERS

Employees’ Retirement System

New York City Employees’ Retirement System

Citywide Job Vacancy Notice

Dated: 08/26/26 Posted Until: 10/24/2026 | NYCERS Posting Number: 009-27-0021

o Civil Service Title: Associate Retirement Benefits Examiner, Level 3
o Title Code: 40493

e Division: Finance & Administrative Services

e Unit: Procurement & Purchasing

e Salary: $70,242 -$80,778 (Annual)

Job Description

The New York City Employees’ Retirement System (NYCERS) was founded by the New
York State Legislature in 1920 with 13,331 members. Today, NYCERS has grown into
one of the largest municipal public employee retirement systems in the United States
with nearly 375,000 active/vested members, retirees and beneficiaries. NYCERS is a
defined benefit retirement plan and a cost-sharing, multiple employer public employee
retirement system. We are looking for individuals with passion, dedication and
commitment to excellence and innovation who are interested in adding to our dynamic
and collaborative work environment. Working for the City of New York, you will receive
excellent benefits, including healthcare, vision benefits, dental benefits, as well as the
opportunity to participate in the City’s retirement plan. NYCERS offers a hybrid work
environment with partial onsite work and partial telework.

Key Responsibilities

e The Finance and Administrative Services Division is seeking an Associate
Retirement Benefit Examiner (Level 3) in the Procurement and Purchasing Unit.
The unit is responsible for procurement and purchasing for the entire agency.
The Unit ensures that all purchases are made timely, tracked and monitored
against the agency’s budget and, collaborating with the deputy Agency Chief
Contracting Officer (ACCO), ensures that all purchases are made in compliance
with City contracting rules.

e The Associate Retirement Benefit Examiner will support consultant billing,
invoicing, onboarding, offboarding, and related procurement activities. This role



manages consultant and medical board doctor invoicing workflows, including
retrieving, reviewing, auditing, processing, tracking, and reconciling invoices and
time sheets. The position coordinates onboarding requirements such as access
requests, training assignments, NDA processing, and communication to
consultants and internal staff.

The Examiner will oversee consultant tracking files, ensure timely submission of
payments, prepare fiscal-year purchase order and billing records, and conduct
year-end reconciliation with Administration. The role also provides operational
support for solicitations by creating timelines, arranging candidate interviews, and
generating reports for staff. Additional responsibilities include maintaining
organized digital filing systems, responding to vendor inquiries, using Excel and
other Microsoft Office applications fluently, training temporary staff to assist with
billing and interview processes, and generating variance reports upon requests.

Preferred Skills and Experience:

Strong proficiency in Excel, including advanced formulas, and solid working
knowledge of Word and PowerPoint.
Experience with invoice processing, timesheet auditing, and billing reconciliation.

Ability to manage high-volume tracking files with exceptional attention to detail
and accuracy.

Strong organizational and communication skills, with the ability to coordinate
onboarding tasks and interact with vendors, consultants, and internal staff.

Experience supporting procurement or contract administration processes.
Ability to take initiative, multitask, and train temporary staff on billing and

interview support tasks.

Minimum Qualification Requirements

1.

2.

A baccalaureate degree from an accredited college in mathematics, statistics,
accounting, economics, finance, data analytics, project management, business
administration, public administration and/or actuarial science; or

A baccalaureate degree from an accredited college and:

a) Two years of satisfactory full-time experience performing analytical
administrative or customer service work within a financial institution,
retirement system, or pension performing one or more of the following:
financial account management, resolving complex financial inquiries, or
ensuring compliance with regulatory standards; 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

3. An associate degree or completion of 60 semester credits from an accredited
college and either three years of experience as described in “2(a)” above, or two
years of experience as indicated in “2(b)” above:

4. 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 and two
years of experience as described in “2(a)” above, or one year of experience as
indicated in “2(b)” above; or

5. A four-year high school diploma or its educational equivalent and either four
years of experience as described in “2(a)” above, or three years of experience as
indicated in “2(b)” above.

6. A satisfactory combination of education and/or experience equivalent to “17, “2”,
“3”, “4”, or “5” above. College education may be substituted for the experience
described above on the basis that:

A) Fifteen semester credits from an accredited college including at least three
semester credits in the areas described in “4” above may be substituted
for six months of the required work experience.

B) Thirty semester credits from an accredited college may be substituted for
six months of the required work experience.

C) However, all candidates must have a four-year high school diploma or its
educational equivalent and either a baccalaureate degree as described in
“1” above, or at least two years of experience as described in “2 (a)”
above, or one year of experience as described in “2(b)” 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-
27-0021 and a copy of a current resume to: cityjobs.nyc.gov and search for Job ID#:
795182



https://cityjobs.nyc.gov/
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