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| NSURANCE ASSI STANT, LEAD

Nat ure of Work

Under general supervision and in a | ead capacity, assists
menbers, providers and general public via telephone, wal k-in or
correspondence concerni ng benefits, clains and policies in the
adm ni stration of the Public Enployees |Insurance Agency Benefits
Program and/or the West Virginia Children Health Insurance
Program Perforns a variety of tasks including answering
inquiries, resolving conplaints and expl aining benefits, rules,
regul ati ons and agency policies. Perforns quality audits and
prepares reports as directed. Miust be know edgeabl e about al
benefits adm ni stered by the agency. Trains new enpl oyees and
ot her personnel in the area of assignnment. Handles unusual and
conplicated cases. Acts in the capacity of the supervisor of the
section as necessary. May travel throughout the state. Perforns
related work as required.

Exanpl es of Work

Assi sts in planning, assigning and review ng the work of
ot hers and trains enployees in work nethods.

Audi ts I nsurance Assistants to ensure correctness of entries
and procedure conpliance; has authority to nake corrections
to other Insurance Assistant’s work.

In the absence of a supervisor will have authority as
establ i shed by managenent; i.e., del egate job assignnents,
arrange work schedul es, prepare daily | abor reports, approve
| eave requests, advises enployees on current and/or new
policies and procedures and prepare correspondence and
reports, etc.

Answers witten and verbal inquires fromnenbers, retirees,
provi ders, attorneys, third party admnistrators, state and
| ocal governnment agencies, and the general public by
expl aining rules, regul ations and agency policies.

Conposes and types correspondence whil e maintaining
correspondence |1 ogs and nonitoring correspondence perforned
by ot her Insurance Assistants.

Resol ves problemclains by interacting with claimants, payrol
clerks, providers, third party adm nistrators and insurance
conpani es.

Processes appeal s.

Docunents tel ephone calls.

May enter data into conputer system

May travel throughout the state explaining benefit prograns
and polici es.

May prepare nonthly billings and/ or update prem uns for
agenci es.
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| NSURANCE ASSI STANT, LEAD ( CONT’ D)

Know edge, Skills and Abilities

Know edge of insurance term nol ogy and procedures.

Know edge of the Public Enployees |Insurance Agency Benefit
Program and the West Virginia Children Health I nsurance
Programrul es, regul ations and poli cies.

Know edge of third party adm nistrators policies, systens and
oper at i 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 deal with sensitive issues in an orderly and
control |l ed manner.

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

Ability to communicate 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: Four years of full-tinme or equivalent part-tine
pai d experience in a clerical capacity which nust have
i ncluded two years in working with insurance clains,
benefits, prem umcollection and posting, or insurance
eligibility.

Est abl i shed: 8/ 21/ 03
Ef fecti ve: 10/ 1/ 03



