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Classification Specification
	

	
	2330200

	
	CLAIMS OFFICER



Class Summary

The responsibilities of this classification include authorizing, coordinating and evaluating the provision of industrial injury benefits and ensuring that technical and legal requirements for industrial insurance/worker’s compensation are met by employee claims.
Distinguishing Characteristics

This is the second level within the four-level Claims classification series. This classification is distinguished from other classifications in that the incumbent handles other claims in addition to “medical only” claims—and is not required to supervise the work of others or negotiate settlements in litigation matters with the King County Office of Prosecuting Attorney, employees, and their legal counsels.
Examples of Duties

1.
Manage claims, including investigating, taking statements, estimating the ultimate cost of the claim, and reviewing the medical record to ensure County compliance with relevant laws, administrative orders, and policies and procedures.

2.
Help injured employees understand their benefits and the statuses of their claims. 

3.
Initiate and coordinate early return to work, light duty, and alternative work assignments and coordinate compliance of County offices with Americans with Disabilities Act (ADA) requirements.

4.
Interact with physicians, vocational rehabilitation counselors, attorneys, supervisors, administrators, and employees on issues related to worker’s compensation.

5.
Coordinate and monitor the work of outside vendors.

6.
Communicate and negotiate with the Washington State Department of Labor and Industries on determinations, allowances, denials, closures, re-openings, and permanent disability awards.

7.
Prepare claims for litigation.

8.
Represent County in subrogation matters.

9.
Train and educate employees and supervisors on worker’s compensation policies and procedures.

10.
Review decisions made by the Washington State Department of Labor and Industries, the Board of Industrial Insurance Appeals, and King County Superior Court and take necessary action.

11.
Perform other duties as assigned.
Knowledge/Skills 
Knowledge of state industrial insurance laws and regulations

Knowledge of medical and legal terminology, practices, and procedures

Knowledge of investigation and adjudication practice of industrial injury claims

Knowledge of the English language (proper grammar, usage, and spelling)

Skill in verbal and written communication

Skill in problem-solving and performing analysis
Skill in handling a number of projects or tasks simultaneously

Skill in working under pressure and meeting regulatory deadlines
Ability to effectively engage in and sustain relationships with diverse people and cultures 

Ability to work independently and as a team member 

Demonstrated proficiency with business applications, such as Microsoft Office suite  
Education and Experience Requirements

At least one year of experience in adjudicating Washington State Workers' Compensation claims  

OR any combination of experience and education that provides the knowledge, skills, and abilities to perform the essential functions of the job
Licensing, Certification and Other Requirements

Washington State Department of Labor and Industries claims administration certification or obtain certification within six months of hire, must begin working towards the achievement of certification within two years

Additional 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 the same series
	Claims Assistant
Claims Officer
Claims Officer II 
Claims Supervisor
Claims Manager

	Class History
	11/1997 – Created 

02/2003 – Updated  

12/2007 – Changed font and format
09/2022 – Updated certification to reflect WA State requirement
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