Job Description

WORKERS COMPENSATION COORDINATOR

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for recording all work related injuries for in-house records and for OSHA record keeping logs and state requirements.  Coordinates managed care program between Employee, insurance carrier, third party administrators and medical providers.  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Plans and directs implementation and administration of workers compensation program designed to insure Employees against loss of income due to injury.     

· In charge of keeping logs of all reported Employee injuries regardless of compensable means.

· Maintains constant contact with injured Employee throughout the initial filing of the claim to full duty release. 

· Coordinates medical care and manages claims between the provider, Employee, and insurance company.    

· Aids in selecting medical providers or “company physicians” with the best interest for the Employee and company.

· Provides reports as needed for Vice President of Human Resources and Risk Manager. 

· Coordinates and monitors light duty assignments for Employees with modified duty restrictions.  

· Participates in orientation with presenting to the new Employees information on Workers’ Compensation benefits, safety and the role of the Safety Committee.

· Analyzes existing workers compensation policies of the property, and prevailing practices among similar properties, to establish competitive low-cost programs.

· Organizes and conducts monthly safety meetings.

· Reports workers compensation plan changes to management. 

· Attends Workers’ Compensation hearings.

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:



Coordinates and monitors light duty assignments for Employees with modified duty restrictions.  
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QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:


Bachelor’s Degree (BA) from four-year college or university; or one to two years related 
experience and/or training; or equivalent combination of education and experience.  


LANGUAGE SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or Employees of organization. 


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio and percent and to draw and interpret bar graphs.   


REASONING ABILITY:

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.    

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an Employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or hear.  The Employee frequently is required to sit.  The Employee is occasionally required to stand; walk; use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms.

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.  When on the Casino floor the level increases to loud.
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