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Classification Specification
	

	
	2333100

	
	CLAIMS ADMINISTRATOR



Class Summary
The responsibilities of this classification include providing day-to-day office management for the Workers’ Compensation Claims processing unit.  Responsibilities include, but are not limited to, providing lead direction to assigned administrative support staff and workers’ compensation claims assistants. 
Distinguishing Characteristics
This is the second level within a five-level classification series.  This classification is distinguished from the Claims Assistant classification in that the incumbent serves as the subject matter expert and team lead for the Claims Assistants.  In conjunction with the Claims Assistant Supervisor, this classification is responsible for the onboarding, training, mentoring, and delegating duties to the Claims Assistants.
Examples of Duties
1.	Provide lead direction to assigned staff by determining work assignments, establishing work priorities, and reviewing work for consistency based on established rules and regulations for the program.
2.	Perform basic accounting duties and responsibilities for the assigned program, including accounts receivable, accounts payable, and reconciling accounts.
3.	Provide information to Claims Officers regarding the processing of claims.
4.	Gather data and prepare regular reports for the program.
5.	Develop, implement, and revise office policies and procedures.
6.	Draft correspondence to address complaints, concerns, and/or problems.
7.	Respond to inquiries regarding program procedures, processes, and regulations.
8.	Perform Claims Assistant duties and responsibilities as needed.
9. Perform other duties as assigned.
Knowledge/Skills 
Knowledge of accounting techniques and principles
Knowledge of office procedures, techniques, and principles
Problem-solving and analytical skills
Communication (oral and written) skills
Research skills
Organizational skills
Ability to effectively engage in and sustain relationships with people from diverse cultures and socio-economic backgrounds
Ability to work independently and as a team member
Demonstrated proficiency with business applications, such as Microsoft Office suite
Education and Experience Requirements
Any combination of education and experience that clearly demonstrates the ability to perform the job duties of the position 
Licensing, Certification and Other Requirements
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 

	Service Status
	Career Service   

	EEO Code
	2

	Levels within same series
	Claims Assistant, Claims Administrator, Claims Officer, Claims Officer II, Claims Supervisor

	Class History
	03/2003 – Created
12/2007 – Updated (font and format)
06/2026 – Updated (distinguishing characteristics)
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