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Classification Specification
	

	
	2332100

	
	CLAIMS OFFICER II



Class Summary

The responsibilities of this classification include coordinating and evaluating the provision of industrial injury benefits and ensuring that technical and legal requirements for Industrial Insurance/worker’s compensation are met. Incumbents provide information to the public and King County agencies.

Distinguishing Characteristics

This is the third (senior) level within the four-level Claims classification series. Incumbents in this classification are considered technical experts in the area of claims management and are assigned the more complicated cases. Incumbents are responsible for database and claims management, staff and project development, and serve as lead over lower-level staff. Work is performed under the general supervision of the Claims Supervisor.  

This classification is distinguished from Claims Officer in that incumbents perform lead duties and handle more complex claims.  

Examples of Duties

Performs the duties of the Claims Officer classification and the following:

1. Provide leadership, technical assistance, and training to co-workers and internal and/or external customers with regard to claims management; monitor quality and work product. Perform general audit functions of claims in iComp.

2. Provide database management; create reports for analyzing critical data; collect information and develop relevant reports as requested by Claims Manager, Supervisor, or any County department.  Keep claims system updated as updates are received from vendor; report need for change and problems in the system to the vendor.

3. Perform a limited number of supervisory duties and serve as a resource person to other staff. 

4. Manage all data gathering for performance review data.

5. Propose scope of work and goals for ad hoc assignments or projects. Provide, lead or conduct required analyses, including compliance with state laws and rules, performance evaluation, and program review. Develop new processes for new laws with the claims Supervisor.  

6. Ensure the worker’s compensation program maintains compliance with all relevant laws and regulations.

7. Resolve problems presented by difficult customers, including workers, supervisors, and managers; prepare correspondence to internal and/or external customers addressing complaints, concerns, and problems of a controversial and sensitive nature.

8. Coordinate excess insurance issues with Risk Management.

9. Manage ongoing Department of Labor and Industries requirements for pension claims.

10. Serves as office expert on third-party issues, payroll systems, and time loss calculations and processing, giving direction to the Claims Supervisor on all third-party claims.

11. Educate and perform outreach through written materials, training seminars, and one-on-one settings.

12. Create standard operating procedures for claims processes.

13. Plan and facilitate monthly staff meetings.

Knowledge/Skills 
Knowledge of state Industrial Insurance laws and regulations

Knowledge of medical and legal terminology, practices and procedures

Knowledge of investigation and adjudication practices of industrial injury claims

Knowledge of the English language (proper grammar, usage and spelling)

Skill in verbal and written communication

Skill in problem-solving and analysis

Skill in negotiation and conflict-resolution

Skill in handling a number of projects or tasks simultaneously

Skill in working under pressure and meeting regulatory deadlines 
Ability to effectively engage in and sustain relationships with diverse people and cultures 

Ability to work independently and as a team member 

Demonstrated proficiency with business applications, such as Microsoft Office suite  
Education and Experience Requirements

At least one year of experience in adjudicating Washington State Workers' Compensation claims  

OR any combination of experience and education that provides the knowledge, skills, and abilities to perform the essential functions of the job
Licensing, Certification and Other Requirements

Washington State Department of Labor and Industries claims administration certification or obtain certification within six months of hire, must begin working towards the achievement of certification within two years

Additional licenses, certifications, and other requirements determined to be necessary to meet the business needs of the employing unit may be required

	FLSA Designation
	Exempt (Administrative)

	Service Status
	Career Service

	EEO Code
	2

	Levels within the same series
	Claims Assistant
Claims Officer
Claims Officer II 
Claims Supervisor
Claims Manager

	Class History
	02/2008 – Created
09/2022 – Updated certification to reflect WA State requirement
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