COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE: WORKERS COMP CLAIMS ADMINISTRATOR

	TITLE CODE:  3790
	GROUP:   INDUSTRIAL COMPENSATION AND INSPECTION

	SELECTION METHOD:  100% QUAL      REV. 09-98

NO. OF TEST QUESTIONS:

SELECTION ID:  7855                           EXAM NO.
	SALARY:  (MIN-MID)  $3230.84 - $4280.10
GRADE:   15
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  DIVISION DIRECTOR

	PRIMARY USER AGENCY:  OFFICE OF THE ATTORNEY GENERAL

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Administers the workers compensation claims program for a cabinet with a self insured workers compensation program; and performs other duties as required. 



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor’s degree.

	

	EXPERIENCE:  Must have four years of professional experience in medical claims administration, vocational rehabilitation and/or disability determination.

	

	SUBSTITUTION CLAUSE: 

	

	EDUCATION:   A master’s degree will substitute for one year of the required experience.

	

	EXPERIENCE:  Additional experience in disability determination and/or medical claims review and authorization will substitute for the required college on a year-for-year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Enforces approved policies and procedures with reference to a cabinet's self insured workers compensation claims program.  Reviews and recommends changes in approved policy and procedures.  Reviews workers compensation claims from cabinet employees claiming injury or illness arising from work place and work related activities.  Reviews first report of injury and documentation supplied by medical personnel.  Determines eligibility for and authorizes or denies payment of temporary total disability benefits.  Monitors continuing claims through contact with the claimant and/or witnesses for verification of information, and evaluating medical, vocational, and personal information to determine his/her disability, capacity to work, and rehabilitation potential.  Directs and authorizes independent medical evaluation of claimants.  Consults with physicians, vocational rehabilitation specialists and cabinet personnel.  Answers inquiries from claimants, physicians, insurance companies, vocational rehabilitation specialists and other interested parties.  Determines eligibility for continuing benefits and whether or when such benefits shall cease.  Prepares documentation and assists cabinet attorneys in disputed claims before the appeals board or in court.  Authorizes payment of medical exam reports; medical prescriptions; medical, surgical, hospital, and/or nursing treatment; and, medical/surgical supplies and appliances.  Maintains all records and documentation pertinent to workers compensation claims filed by employees.  Assigns work to and reviews the work of clerical and/or secretarial staff assigned to the program.  Supervises assigned staff where applicable.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is performed primarily in an office setting but will occasionally require travel throughout the state.  Work requires lifting file boxes in excess of twenty-five pounds.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  12/01/1989
	DATE OF LAST REVISION:  05/16/2008

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


