COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  WORKERS COMPENSATION SPECIALIST 

	TITLE CODE:  3794
	GROUP:  INDUSTRIAL COMPENSATION AND INSPECTION

	SELECTION METHOD:  100% QUAL      REV. 12-96

NO. OF TEST QUESTIONS:  

SELECTION ID:  8537                          EXAM NO.  
	SALARY:  (MIN-MID)  $3230.84 - $4280.10
GRADE:  15
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  ASSISTANT GENERAL COUNSEL/ATTORNEY MANAGER

	PRIMARY USER AGENCY:  DEPARTMENT OF LABOR - OFFICE OF WORKERS CLAIMS

	

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

	Provides assistance to the public in answering inquiries pertaining to Workers Compensation laws and regulations and assists workers in gathering information and completing claim benefit forms and other departmental forms.  Provides intervention for parties to facilitate communication or the exchange of information so as to expedite the speedy delivery of benefits.  Makes recommendations concerning workers compensation policy.  Serves as a liaison with physicians, arbitrators and others in the public and private sector on the administration of workers compensation programs; and performs other duties as required.  OR Provides assistance to the Chief Administrative Law Judge pertaining to Workers Compensation laws and regulations.  Examines and researches Workers Compensation laws and regulations to provide consultative assistance to Chief Administrative Law Judge and staff.   Provides documentation for the Chief Administrative Law Judge and staff to facilitate the communication of various dockets and hearing information to expedite the speedy delivery of services to claimants.  Serves as a liaison with claimants, employers, insurers, attorneys and others in the public and private sector on the administration of the workers compensation hearing process; 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 administrative experience in worker’s compensation; the administration and/or processing and/or adjusting of workers compensation claims, medical claims, or legal or paralegal work in the preparation, administration or processing of workers compensation cases.

	

	SUBSTITUTION CLAUSE: 

	

	EDUCATION:  None

	

	EXPERIENCE:  Additional experience in the above cited areas will substitute for the required education on a year-for-year basis.

	

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

Must possess a valid driver’s license.


	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.


Serves as a resource person for employees, employers, the medical community, vocational and rehabilitation personnel, insurance carriers and self-insurers.  Informs citizens of rights and obligations under workers compensation law and administrative regulations.  Investigates citizen complaints.  Assists workers in the gathering of information and in the completion of applications for benefits under the Workers Compensation Act.  Communicates with employers, employees, the medical community and the legal community to collect and disseminate information pertinent to workers compensation injury claims.  Conducts random audits of claim files to determine whether or not proper procedures have been observed.  Contacts medical providers, hospitals, insurance carriers, employers, witnesses and other parties to assemble documentation necessary for workers compensation claims determination.  Conducts interviews with employees, employers, medical providers, insurance carriers, witnesses and others in person and by electronic carriers.

	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:  12/16/1996
	DATE OF LAST REVISION:  10/16/2007

	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.


