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Nat ure of Work: Under general supervision, at the full-
performance | evel, assists nenbers, providers and general public
via tel ephone, wal k-in or correspondence concerning benefits and
clainms in the adm nistration of the Public Enployees |Insurance
Agency Benefits Program and/or the West Virginia Children Health
| nsurance Program Perforns a variety of basic custonmer service
wor k by answering inquiries, resolving conplaints and expl ai ni ng
benefits, rules, regulations and agency policies. Mist be

know edgeabl e about all benefits adm ni stered by the agency. My
train other personnel. May travel throughout the state. Perforns
related work as required.

Di stingui shing Characteristics

This is full-performance | evel work in assisting nmenbers,

provi ders and general public with insurance benefits and cl ai ns.
It is further distinguished fromthe Insurance Assistant 1 by the
conpl exity of tasks assigned and the |evel of know edge needed in
eligibility rules; agency and vendor conputer systens; benefit
coordi nator responsibilities; and ability to independently
provide training to Insurance Assistant 1's, benefit

coordi nators, vendor representatives, and insured nenbers. The

al l ocations of positions to this class is determ ned by the

hi gher conplexity of the work perforned relative to that assigned
to the I nsurance Assistant 1 class.

Exanpl es of Work

Answers witten and verbal inquiries fromnenbers, retirees,
provi ders, attorneys, Third Party Adm nistrators, state and
| ocal governnment agencies, and the general public by
expl ai ning rules, regul ations and agency poli cies.

Resol ves problemclains by interacting with clai mants, payrol
clerks, providers and insurance conpani es.

Resear ches appeal s, conmunicating directly wth health care
and pharmacy providers.

Communi cates with contracted vendor representatives to obtain
servi ces and resol ve conflicts.

Conposes and types correspondence.

Docunents tel ephone calls.

Enters data into conputer system

Travel s throughout the state expl aining benefit prograns.

May prepare nonthly billings and update prem uns for agencies.

Know edge, Skills and Abilities
Knowl edge of the Public Enpl oyees |Insurance Agency Benefit
Program and the West Virginia Children Health I nsurance
Programrul es, regul ations and policies.
Know edge of Third Party Adm nistrators policies, systens and
oper ati ons.
Know edge of English granmar use and conposition.
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Know edge, Skills and Abilities (cont’d)

Ability to explain benefit prograns to nenbers, providers and
t he general public.

Ability to train enployer benefit coordinators and PEI A
enpl oyees in all areas of insurance eligibility, enrollnment,
data entry and term nation of coverage.

Ability to interpret rules, regulations and policies.

Ability to deal with sensitive issues in an orderly and
control |l ed manner.

Ability to type accurately.

Ability to establish and mai ntain good working relationships
with nmenbers, providers, attorneys and the general public.

Ability to comunicate effectively, both orally and in
writing.

M ni mum Qual i fications

Training: Gaduation froma standard hi gh school or the
equi val ent .

Experience: Three years of full-tinme or equivalent part-tine
pai d experience in a clerical capacity which nmust have
i ncluded two years in working with insurance clains,
benefits, prem umcollection and posting, or insurance
eligibility in life, health care and pharmacy benefit plan.

Est abl i shed: 3/ 20/ 08
Ef fective: 5/ 1/ 08



