
 
JOB DESCRIPTION 

Claims Examiner 
Job Type: Full-Time 

Last Updated: April, 2007 
 
GENERAL SUMMARY:  
 
Responsible for  processing  entered claims to ensure compliance with Plan Designs, Commercial and Medicaid. "Claims" 
refers to all types including paper, EDI, Administer COB payments to claims.  Investigate and follow through with claims 
for accidents and pre-existing conditions.  Monitor and release pended claims.  
 

ESSENTIAL FUNCTIONS & DUTIES 
 

WEIGHT  

Process Claims:  Apply plan provisions to claims according to Plan requirements.  Research and resolve 
EDI claims errors. Resolve and Release Pended Claims. Maintain production and quality standards.  

70 

Cost Containment:  Apply cost containment, COB and other standard systems of review according to 
established policies and procedures 

25 

Miscellaneous:  Related clerical, investigation and follow up and reporting 5 
 
 
MINIMUM KNOWLEDGE, SKILLS, & ABILITIES REQUIRED:  
High school diploma or equivalent 
Excellent data entry and ten key pad/numeric data entry skills  
3 – 5 years experience with insurance claims (Med/Dental/Vision), HMO or other Managed Care preferred  
Knowledge of medical terminology preferred 
Working knowledge of  ICD9/CPT codes, coordination of benefits, contract reimbursement methodology, EDI claims 
Customer service focus and team player 
Must use computer, fax, copier, scanner, telephone 
Must handle PHI and maintain confidentiality at all levels 
 
 
Physical Requirements: 
Ability to communicate in an active office environment 
Ability to efficiently operate all job related office equipment (telephone, computer, copier) 
Ability to sit for 80% or more of a work day 
Ability to read and view computer screen 
 
Relationships: 
Internal – Management, co-workers 
External – Other insurance companies, providers  
 
Reporting Relationships: 
Reports to: Claims Supervisor 
 
 
In accordance with the American with Disabilities Act, the above is intended to summarize the essential functions of and requirements for 
the performance of this job. It is not meant to be an exhaustive list of miscellaneous duties and responsibilities that may be requested in the 
performance of this job. 
 
 
 
 


