






 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 











personal computer, tablet, or smart phone). To assist you with your elections, please click here: and 
review your Benefits Guide.
 
Enrolling in Benefits
You have 30-days from your hire date into a benefits-eligible position to complete the process. 
Enrollment is done online via ESS by selecting the Benefits tab in the top blue ribbon, then New Hire 
Enrollment. You are not required to view the recorded Benefits Orientation session before you 
complete your benefits enrollment however, it’s very helpful if you do.
 

• Confirm Elections: Please be sure to save your elections after each module and on the last 
module, Summary and Confirmation, be sure to print your election summary – you MUST 
then click the Confirm Elections button on the bottom right corner to finalize your 
elections. A few business days following successful enrollment, you will receive an email 
confirmation of your benefit elections and any associated costs.

 
• Note: If you do not see the option for New Hire Enrollment under the Benefits tab in ESS, 

please contact benefits.unit@seattle.gov and we can send you electronic forms to complete.
 

Remember, 30-days from your hire date of 01/01/2024, your deadline – is 5pm on 01/30/2024 to 
complete your benefits enrollment online via ESS. Your effective date for your benefits will be 
01/01/2024.  Employee who do not enroll by the deadline date—will be auto-enrolled in the 
following City default plans:  Aetna Traditional, Delta Dental of WA, and Basic Vision, along with Basic 
Long-Term Disability coverage. Default plan premiums are paid in full by City.  Note, dependents will 
not be auto-enrolled if default coverage is assigned.
 
If you have questions about your benefits, please reach out to the Benefits Unit – we are here as a 
resource for you. 
 
Thank you,
 

Yvette Brown
Benefits Analyst, Shared Administrative Services 
Seattle Human Resources, City of Seattle
Benefits Unit: 206-615-1340 | Benefits.Unit@seattle.gov 
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