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| NSURANCE ASSI STANT 1

Nat ure of Work: Under close supervision, at the entry |evel

assi sts nenbers, providers and general public via tel ephone,

wal k-in or correspondence concerning benefits and clains in the
adm ni stration of the Public Enployees |Insurance Agency Benefits
Program and/or the West Virginia Children Health |Insurance
Program Perfornms a variety of basic customer service work by
answering inquiries, resolving conplaints and expl ai ni ng
benefits, rules, regulations and agency policies. My travel

t hroughout the state. Perforns related work as required.

Di stingui shing Characteristics

This is beginning |l evel work in assisting nenbers, providers and
general public with insurance benefits and clains with little or
no |latitude to vary nethods or procedures. Typically,

positions at this |evel handle the | ess conplex inquiries and
performs work within established procedures.

Exanpl es of Work

Answers | ess conplex witten and verbal inquiries from
menbers, retirees, providers, attorneys, Third Party
Adm ni strators, state and | ocal governnment agencies, and the
general public by explaining rules, regulations and agency
pol i ci es.

Conposes and types correspondence.

Enters data into conputer system

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

Assi sts in researching appeal s.

Docunents tel ephone calls.

May travel throughout the state expl aining benefit prograns.

May prepare nonthly billings and update prem uns for agenci es.

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.

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

Ability to interpret rules, regulations and policies.

Ability to type accurately.

Ability to deal with sensitive issues in an orderly and
controll ed manner.

Ability to establish and mai ntain good working rel ationshi ps
wi th nmenbers, providers, attorneys and the general public.

Ability to communicate effectively, both orally and in
writing.
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M ni mum Qual i fications
Training: Gaduation froma standard hi gh school or the
equi val ent .
Experience: Two years of full-tinme or equivalent part-tine
pai d experience in a clerical capacity.
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