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Classification Specification
	

	
	2330100

	
	CLAIMS ASSISTANT



Class Summary

The responsibilities of this classification include ensuring that technical and legal requirements under Title 51 of the Revised Code of Washington are met by other County agencies with regard to claims involving medical treatment only and not lost work time.
Distinguishing Characteristics

This is the first level within a four-level Claims classification series. This classification is distinguished from other classifications in that the position calls for performing technical work specifically with industrial insurance/worker’s compensation “medical only” claims. Work is performed under the direction of the Claims Supervisor, but the position requires a moderate degree of independent judgment. Position requirements include an understanding and moderate individual interpretation of Title 51 RCW and other statutes as they relate to industrial insurance.

Examples of Duties (May vary by position)

1. Adjudicate “medical only” claims in accordance with Title 51 RCW and other statutes.

2. Manage claims, including investigating; taking statements; estimating the cost of the claim; and reviewing medical records to ensure county compliance with relevant laws, administrative orders, and policies and procedures.

3. Help injured employees understand their benefits and the statuses of their claims.

4. Interact with physicians, supervisors, administrators and employees with issues related to worker’s compensation.

5. Communicate and negotiate with the Washington State Department of Labor and Industries on determinations and closures.

6. Review, process and adjust medical invoices.

7. Open a case file for incoming claims ensuring that the appropriate forms have been received and technical and legal requirements are met.

8. Enter incidents and claims data filed by King County employees into computerized database.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of Washington State Industrial Insurance laws and regulations

Knowledge of medical and legal terminology, practice and procedures

Knowledge of investigation and adjudication practices of industrial injury claims

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

Oral and written communications skills

Problem-solving and analytical skills

Interpersonal skills

Skill in the use of a personal computer and word-processing and data-management software

Math skills

Conflict-resolution skills

Licensing, Certification and Other Requirements

Washington State Department of Labor and Industries Claims Administration certificate, or the ability to obtain certificate within six months of employment
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Claims Assistant, Claims Officer I and II, and Claims Supervisor
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