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New Mexico Association of Counties

Job Classification Description

CLAIMS EXAMINER (Multi-Line)
Classification Title(s) of Levels
Class Code
Pay Band
Alt Pay Band*

Claims Examiner
Claims Examiner Senior
Job Summary
Review claims to determine liability, validity and exposure to authorize payments and settlements in accordance with applicable laws, practices and procedures. Confer with claims manager and legal counsel on litigated claims.
Job Duties/Functions
· Investigate, evaluate and manage Multi-Line claims, including law enforcement, civil rights, auto, property and general liability to determine liability and appropriate insurance coverage(s) and applicable deductibles in accordance with the NMAC Coverage Agreement.
· Verify insurance coverage and determine whether limits and exclusions apply.

· Examine claims including investigative research, damage and injury assessment, and other reviews in order to properly evaluate claims.
· Approve and process invoices for fees, costs, settlements, etc. for associated claims as authorized.
· Verify and analyze data used in attempts to deny/settle claims in accordance with NMAC practices and procedures as authorized.
· Assign and confer with legal counsel, investigators or independent adjusters as necessary.
· Contact or interview claimants, law enforcement personnel, witnesses, employers and others to obtain additional information.
· Communicate with county representatives regarding liability determination and settlements as authorized.

· Attend mediations, arbitrations and settlement conferences in the attempt to resolve and/or settle claims.

· Attend trials and other court hearings.

· Prepare excess reports to excess carriers for all high-exposure claims.
· Enter claim payments and reserves on computer system, inputting concise yet sufficient file documentation.

· Maintain claim files such as documentation of process including conference/meeting correspondence, evaluations, invoices and settlements.
· Perform administrative and other support functions for the Multi-Line Claims Division and other NMAC units.
· Perform other duties as assigned by management.
Distinguishing Characteristics of Levels
Note: Examples of Work are intended to be cumulative for each progressively higher level of work. The omission of specific statements does not preclude management from assigning other duties which are reasonably within the scope of the duties.

Claims Examiner:
· This is the intermediate level in the Claims Examiner job series.
Minimum Qualifications for Employment
Associate’s Degree in Business Administration or related field.  Two (2) year work experience in investigative and claims administration or insurance administration. Substitutions and/or exceptions for the required education and experience may be considered and authorized by NMAC management.
Claims Examiner Senior:
· This is the advanced level in the Claims Examiner job series.
· Acts as intermediary to handle high-exposure claims, resolve claim disputes, and handle more complex issues than that of the Claims Examiner.
· May provide lead-worker guidance to and/or supervise subordinate staff as determined by management.
Minimum Qualifications for Employment
Bachelor’s Degree in Business Administration.  Two (2) years work experience in investigative and claims administration or insurance administration. Substitutions and/or exceptions for the required education and experience may be considered and authorized by NMAC management.
Knowledge, Skills and Abilities
Note: This information has been produced by compiling information and documentation provided by O*NET. O*NETTM is a trademark of the U.S. Department of Labor, Employment and Training Administration.

Knowledge
	Customer and Personal Service — Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

	

	Law and Government — Knowledge of laws; legal terminology, documentation and court procedures, government regulations, and agency/division policies and procedures.

	Clerical — Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.


English Language — Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.
Mathematics — Knowledge of arithmetic, algebra, statistics and their applications.
Skills
	Reading Comprehension — Understanding written sentences and paragraphs in work related documents.

	Writing — Communicating effectively in writing as appropriate for the needs of the audience.

	Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.

	Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.

	Speaking — Talking to others to convey information effectively.

	Negotiation — Bringing others together and trying to reconcile differences.

	Judgment and Decision Making — Considering the relative costs and benefits of potential actions to choose the most appropriate one.

	Complex Problem Solving — Identifying complex problems and reviewing related information to develop and evaluate options and implement solutions.

	Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.

	Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do.
Abilities
Oral Comprehension — The ability to listen to and understand information and ideas presented through spoken words and sentences.

Written Comprehension — The ability to read and understand information and ideas presented in writing.

Deductive Reasoning — The ability to apply general rules to specific problems to produce answers that make sense.

Oral Expression — The ability to communicate information and ideas in speaking so others will understand.

Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem.

Inductive Reasoning — The ability to combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events).

Speech Clarity — The ability to speak clearly so others can understand you.

Speech Recognition — The ability to identify and understand the speech of another person.

Written Expression — The ability to communicate information and ideas in writing so others will understand.

Information Ordering — The ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules (e.g., patterns of numbers, letters, words, pictures, mathematical operations).




Statutory Requirements: N/A

Working Conditions/Requirements: Working Conditions for individual positions in this classification will vary based on each agency’s utilization, essential functions, and the recruitment needs at the time a vacancy is posted. All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

FLSA Status: Non-Exempt. FLSA status may be determined to be different by NMAC with application of the FLSA test relative to the utilization of the position, and proper notification to affected incumbents.
Established:  
Revised:  08/17/2011
Note: Classification description subject to change. Please refer to the NMAC Classification & Pay Plan to ensure this represents the most current copy of the job description.
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