Workers’ Compensation Claims Officer

DEFINITION 
Under direction, to review and investigate workers’ compensation claims for compensability; to analyze, negotiate and recommend claim settlements; compile documentation for industrial disability retirements; to oversee and authorize medical treatment and benefit payments; and to accurately prepare all required forms and reports according to established State statutes and guidelines.

EXAMPLES OF DUTIES-- Examples of duties performed by employees in this class may not include all required duties, nor are all listed tasks necessarily performed by everyone in this class. 
Reviews, analyzes, investigates and processes workers’ compensation claims; interviews claimants and witnesses; initiates required paper work and forms; determines compensability and authorizes medical treatment and benefit payments; monitors medical treatment for appropriateness and employee compliance; negotiates and recommends claim settlements; establishes claim reserves; coordinates long-term disability benefits with workers’ compensation benefits; analyzes medical reports to determine temporary disability and permanent disability rating; compiles information and recommendations for industrial disability retirement; prepares claim status information for monthly departmental meetings; composes correspondence to employees, doctors, attorneys and other entities; compiles and prepares required forms and reports according to State statutes and guidelines; attends settlement and pre-trial conferences at the Workers’ Compensation Appeals Board; maintains confidential claim files; performs related duties and responsibilities as required. 

MINIMUM QUALIFICATIONS 
Knowledge of: 
Principles and practices of claims investigation and evaluation. 

Methods and techniques of claims settlement. 

Medical terminology and appropriate applications. 

Workers’ compensation labor code and procedures. 

Principles and practices of report preparation. 

Principles and practices of record keeping. 

Pertinent Federal, State and local laws, codes and regulations. 

Licenses/Certificates: 
Must have successfully passed the Self-insurance Administrator’s Examination given by the State of California, Department of Industrial Relations, Self-Insurance Plans. 

Possession of a current California Driver’s License.
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