O ass Code: K65

Cty of Anaheim Cl assification:
Cl ass Specification CLAI M5 ASSI STANT
Definition

Under minirmal supervision, to perform conplex specialized clerical and technical work in
the processing of clainms in the areas of general liability, worker's conpensation and/or
unenpl oyment i nsurance

Exanpl es of Essential Job Functions - Dependi ng upon areas of assignment,
responsibilities and duties may include, but are not linmited to, the follow ng

Wien Assigned to Wirkers' Conpensation

Sets up claimfiles by assigning nunbers, verifying information on injury form setting
anmount of nedical reserves required for injury (based upon past practice not
predeterm ned amounts); reviews with C ains Exanminer then enter into conputer system

| ndependent |y nmanages and processes all "no lost tine" clainms (either no lost tinme or up
to three (3) days lost tine or nedical treatnent only).

For all lost time claims, verifies return to work or nodified work status with treating
physi ci an.

Eval uat es and aut hori zes paynent and issues checks to doctors, hospitals, pharmacies and
all other vendors providing service on a claim codes all bills and ties back to a

speci fic claimnunber; verifies accuracy of bill to type of injury and determ nes
reasonabl eness of charges; determnes which bills are forwarded to bill review service
for further review of unreasonabl e charges.

Advi ses enpl oyees injured on the job of their rights and benefits under Wrkers
Conpensati on Laws; advise as to proper procedures to file a claim

Revi ews all physician reports and anal yzes nedi cal diagnosis; determnes if applicable
to type of injury sustained or if it is a non-industrial injury; advises treating
physician if payment is not approved

Cont acts physicians and enployees to initiate early return to work dates at tenporary
light duty jobs; obtains physician release for light duty; contacts departments for
possi bl e |ight duty assignnents.

Moni tors medi cal progress and sets up exans with nedical specialists for consultation
di agnostic tests and treatnent; extends benefits as necessary; requests narrative
reports of status.

Inputs, prints and separates checks, nails originals and records dates and anmounts into
individual claimfiles; balances all payments and verifies totals do not exceed reserve
establ i shed for claim

Each pay period, verifies all industrial |eave hours and dollars; verifies enpl oyee went
to doctor and/or was off on legitimate |.A tine; if hours appear excessive, contacts
department for reason; independently determ nes what hours are appropriate and approves
for payment.

Assists Cainms Examner with specific tasks related to clains adninistration

Perforns other job-related duties as required

Wien Assigned to General Liability:

Sets up newclaimfiles by reviewing claimfor conpl eteness, checking for previous
noti ce of claim requesting/pulling general accident or vehicle/ police reports and
cross referencing with any simlar clains.

Enters claims into the General Liability Systemand prepares file, abstract sunmary face
sheet, index card and enters on the claimlog

I nvestigates and gathers pertinent information to assist in the evaluation of clains;
requests all known existing reports (i.e. general accident, first aid incident,
par amedi c, vehicle accident and police reports); lists in appropriate index files.



Cty of Anaheim

Cl ass Specification
Clai ms Assi st ant
Page 2

Eval uat es and processes | ow val ue property clains; evaluates for reasonable cost; goes
out in field and investigates claim determnes settlenent if claimis sufficient and
owed.

For claims resulting froma contractor, identifies the appropriate contractor, obtains
copi es of insurance docunents, puts contractor on notice and indemifies the city.

| f damages are paid by the city, eval uates danmages for reasonabl e cost using standard
depreciation rules, or uses an independent appraiser to assist in the evaluation.

Prepares and processes a wide variety of forms and letters in the conpletion of assigned
duti es.

Acts upon clains, lawsuits and interrogatories within designated time franes.

Assigns claimnunbers to all clainms declared sufficient by the Gty Attorney's Ofice
(high volune clains) and routes to C ains Examiner for rejection, settlenment or further
i nvestigation.

As directed, works with and assists professional clainms staff by perforning various
aspects of clains investigation and/or data gathering.

Perforns other job-related duties as required.

Wien Assigned to Unenpl oynent | nsurance/ Saf ety:

Conposes, types and mails correspondence to Enpl oynent Devel opnent Department wthin
predetermned time limts in response to unenpl oynent applications received by the city.

Investigates claims filed and deternmines if a protest should be registered; files
protests as determ ned appropriate.

Conpl etes DE3 Quarterly Contribution Return and Report of Wages, proves totals to
payroll, mails formand nmagnetic tape within 30 day time limt; conpletes DE 938
Quarterly Report Adjustment as required.

Researches and cal cul ates wage informati on for Request for Enpl oyee Data within 10 day
time limt.
Researches and cal cul ates information for DE 2503 State Disability Caim

Responds to phone calls for EDD on any unenpl oynent questi ons.

Contacts all City divisions and payroll, reviews enploynent records, obtains copies of
witten information to obtain required infornation.

Researches and evaluates the City's payroll records and conpares those against EDD s
Benefit Audits to determine if clainmant had earnings for the sane weeks U Benefits were
pai d; conpletes and nails necessary fornms within 10 days time limt.

Audits and verifies the accuracy of the Statement of Unenpl oyment |nsurance Benefits
Charges; prepares Request for Check; audits amount of check when received; nails paynent
to EDDwithin tine limts; conposes letter for dollar adjustnent if an incorrect anount
has been charged to the City or any other error noted in the audit of the Statenent.

Verifies enploynent and earnings; determines if eligibility issue is a question; submts
wage corrections or other information within predetermned tinme limts.

Prepares draft nmonthly reports of enployee injury; determ nes severity of injury;
advi ses Safety Manager and/or Safety Adnministrator of all new injuries.

Mai nt ai ns, conpiles and verifies figures for Quarterly Safety Statistical Report; review
various conputer printouts and other reports to obtain required information; prepares
charts and graphs as required.

Processes DW forns for Fleet Safety and Defensive Driver Training Program

Conpl et es Annual Cccupation Injuries and |11l ness survey using Cal/COSHA | og sheets
suppl i ed by departnents.



Cty of Anaheim

Cl ass Specification
Clai ms Assi st ant
Page 3

Perforns other job-related duties as required

M N MUM REQUI REMENTS

Experience in: Perfornming highly conplex clerical work involving extensive record
keeping, interpretation of policies and a high | evel of independence of action in
perform ng duties.

Know edge of: Advanced record keeping policies and procedures; nodern office equi pnent
and procedures; English usage; basic math and accounting practices; unenpl oynent
conpensati on, safety procedures, worker's conpensation, medical terni nology and/or
general liability depending upon area of assignnent.

Ability to: Operate a typewiter and/or conputer keyboard with accuracy and speed; use
requi red software; work under stringent deadlines; prioritize work; make effective and
appropriate decisions; interpret and effectively communi cate policies and procedures
read, understand and apply conplex materials; conpile data and prepare narrative and
statistical reports; establish and accurately nmaintain extensive and conpl ex record
keepi ng systens; review and accurately interpret information; use proper gramar
spelling and punctuation; work accurately with figures; prepare clear and concise
reports, letters and nenps; communicate effectively both orally and in witing; dea
effectively and professionally with adverse and difficult situations; take decisive
action; establish and rmaintain effective working relationships with those contacted in
the course of work

Physi cal Requirenents: None

Li cense and/or Certification Required: Sone positions nmay require possession of, or
ability to obtain, an appropriate valid California Driver's License by date of
appoi nt ment .

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conmpl eted work is reviewed periodically.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accomodate individuals with disabilities.
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