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 Class Specifications 
 for the Class: 

 
WORKERS’ COMPENSATION CLAIMS FACILITATOR 

(WORKERS’ COMP CLAIMS FACLTR) 
 
 
Class Distinguishers: 

 Complexity:  This class reflects responsibility for serving 
as an intermediary to promote understanding and facilitate the 
resolution of conflicts which arise during the workers' 
compensation claims process.  The work involves responding to 
complaints from claimants, employers, physicians, attorneys, and 
representatives from insurance companies; explaining worker's 
compensation laws, rules and benefits, and the claims, hearing 
and appeal processes; explaining the implications that various 
courses of action may have on a case; securing the cooperation of 
parties to submit documentation required in order for the case to 
proceed further; identifying conflicts between award limits 
prescribed by laws and rules and requested awards; and whenever 
possible, encouraging the parties to resolve the claim. 

 Personal Contacts:  A position in this class meets with 
claimants, employers, physicians, attorneys, representatives from 
insurance companies (providers and adjusters) and employee unions 
to promote understanding and cooperation in order to expedite the 
workers’ compensation claims process.  Contacts are also with the 
general public to provide information about workers’ compensation 
laws, rules, claims process and other related matters.   

 Full Performance Knowledge and Abilities:  (Knowledge and 
abilities required for full performance in this class.) 

 Knowledge of:  The function, organization, laws, rules, 
regulations, policies, procedures, goals, and objectives 
governing the Workers’ Compensation Claims Facilitator Unit; 
workers’ compensation benefits, rights and obligations of parties 
involved; workers’ compensation claims management practices; 
insurance industry practices; applicable privacy protection laws, 
rules and regulations; pertinent sources of information on 
medical terminology, treatment and care of industrial injuries; 
research methods and techniques; problem solving methods and 
evaluative techniques; interviewing methods and techniques; basic 
arithmetic (addition, subtraction, multiplication, division); and 
report writing. 

 Ability to: Interpret, apply and explain workers’ 
compensation laws, rules, policies, procedures, and benefits;  
investigate, examine and monitor claims; gain the confidence and 
cooperation of claimants, employers, physicians, attorneys, and 
representatives of employee unions and the insurance industry; 
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communicate effectively with persons who are disabled, disfigured 
and/or victims of disease who come from various cultural and 
educational backgrounds; speak effectively before small groups 
and field spontaneous questions; perform basic arithmetic 
calculations (addition, subtraction, multiplication, division); 
and prepare clear and concise correspondence and reports.    

Examples of Duties:  (Positions may not be assigned all of the duties 
listed, nor do the examples necessarily include all of the duties that 
may be assigned.  This does not preclude the assignment of duties 
which are not listed.) 

1. Receive and investigate complaints relating to workers’ 
compensation claims.  Identify issues of controversy and 
serve as intermediary among claimants, employers, insurers, 
and physicians.  Contact affected parties to elicit and 
clarify information, and obtain their cooperation in 
submitting documentation required to allow the case to 
proceed further. Explain various courses of action and 
related consequences in order to facilitate understanding, 
compromise and the resolution of conflicts associated with 
the workers’ compensation claims process.  

2. Explain the workers’ compensation claims process and benefits 
(including prescribed award limits), and the role, rights and 
responsibilities of employees, employers, insurers, and 
physicians.  

3. Assist claimants in filing their workers’ compensation claims 
by advising claimants of their rights and responsibilities 
specific to their case, as defined by law.   

4. Monitor case progress and respond to status inquiries from 
claimants and employers and/or their representatives, and 
insurers.   

5. Provide information to the general public on the worker's 
compensation claims process and benefits, and the role, 
rights and responsibilities of employees, employers, 
insurers, and physicians. 

6. Prepare and distribute informative materials such as 
brochures, circulars and handbooks which clarify and 
highlight workers' compensation laws, rules and benefits, and 
conduct oral presentations to educate the public about the 
workers' compensation claims process. 

7. Provides comments on the impact proposed legislation will 
have on matters directly related to the workers' compensation 
claims process; recommends law and rule changes; and provides 
assistance to staff in streamlining procedures. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
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 This is the first specification for the new class WORKERS’ 
COMPENSATION CLAIMS FACILITATOR (WORKERS’ COMP CLAIMS FACLTR) 
 
 
Effective Date:  2/15/00  
 
 
 
DATE APPROVED:   2/15/00    /s/ Diana H. Kaapu  
       MIKE McCARTNEY 
     Director of Human Resources Development 
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