Federated Rural Electric Management Corp.
Position Title:
WC Claims Service Associate

Department:  
Claims


Reports To:  
Workers Comp Claims Manager

FLSA Status:  Non-exempt
Date Written:  Revised Sept 2023



Grade:

4




General Summary:  

Review and set up new medical and lost time claims.  Determine liability and coverages.  Investigate claims as necessary.  Pays claims or denies claim payment.  Assists claimants, insureds, and other parties with claim related questions while providing excellent customer service.
	Essential Job Functions:
	% of Time:

	
	

	1. Promptly set up new medical only & lost time files in claims system and send acknowledgment letter or email to insured in timely manner advising of claim number.

2. Establish initial reserves on new claims and continue to monitor reserves   

   to conclusion of claim.                                                                                  10%                                                                                                                                                                                                                                                                                        

	5%

	3. Accurately enter indemnity and medical checks into claims system.  Enters voided, recovery and manual checks into computer system as appropriate.

	10%

	4. Manage various claims questions, coverage questions and other inquiries via telephone.  Develops correspondence to claimants, providers, physicians, etc. as appropriate. 

	10%

	5. Prepare claim denial letters and send to appropriate parties. Promptly and              

professionally reply to emails, faxes and written correspondence.                                  10%  

6. Complete state forms in assigned states.                                                                           5%
7. Investigate claim to determine compensability. Investigation may require interviewing claimants and witnesses. Discuss questionable claims with manager. Manage file using diary system to ensure timely return to work status, maximum medical improvement and file closure. Evaluate claims for best possible outcome which may require settlement                       25 %
8. Monitor file on diary system to ensure quick resolution and best possible outcome.        5%
9.  Recognize files with subrogation potential & pursue reimbursement.                               5%                                                                                                                                                                
10. Participate in industry conferences, webinars, outreach meetings & medical seminars.  5%
11. When appropriate, assign files to nurse case manager, defense attorney, cost containment vendors and independent adjuster to assist with managing claim.                                       5%
12. Accurately complete transactions regarding Medicare beneficiaries utilizing ISO           5%           
13. * Performs other duties as needed.



	


Knowledge, Skills, and Abilities:  

· Knowledge of insurance claims process.


· Knowledge of medical terminology.


· Knowledge of mathematical principles and practices.


· Knowledge of company products, services, policies, and procedures.

· Knowledge of general office practices.


· Skill in analyzing claims and making sound decisions using information at hand.

· Skill in oral and written communication.

· Skill in operating such office equipment as personal computer, Internet, e-mail, fax machine, copy machine, and claims software.

· Ability to communicate with co-workers and customers in a professional manner.

· Ability to maintain flexibility and responsiveness when faced with multiple work tasks and stressful situations. 

· Ability to prioritize multiple tasks.
· Ability to maintain confidentiality.
Education and Experience:  

High School diploma or equivalent plus 1-2 years customer service and claims experience.  Insurance related courses beneficial.  
Working Conditions:

The work environment characteristics described are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Normal working conditions with the absence of disagreeable conditions.

Note:

This job description does not list all the duties of the job.  Employees may be asked by supervisors or managers to perform other duties.  Employees will be evaluated in part based on the performance of tasks listed in this job description.  The employer has the right to revise the job description at any time.  The job description is not a contract for employment, and the employee or employer may terminate employment at any time for any reason.
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