HIDALGO COUNTY

DEPARTMENT OF BUDGET AND MANAGEMENT
Job Title: Health Insurance Coordinator  


FLSA Status:
Non-Exempt

Department:
115-059



Civil Service Status:
Non-Exempt

GENERAL JOB DESCRIPTION:
Under the direction of the Manager, Employee Benefits Section, this position is responsible for coordinating the daily operations of the Health Insurance – Self Insured Program and related health insurance products, and provides assistance to the employees of Hidalgo County with information pertaining to medical insurance, supplemental insurance and COBRA election forms.

EXAMPLES OF WORK PERFORMED:
· Enroll new employees with medical, life, dental, vision insurance;

· Process insurance forms and forward to the payroll department;

· Provide information on information coverage and insurance representatives;

· Mail out COBRA election forms to former county employees;

· Terminate employees from the medical insurance when employees resign or are terminated;

· Collection insurance premiums for COBRA participants;

· Assist employees on any changes they make to their plans;

· Assist in the annual enrollment process for county employees;

· Assist employees with problems, with unpaid bills or denied claims;

· Process the life insurance billing monthly;

· Correspond with the insurance representative and the payroll department;

· Assist the Risk Manager with various duties;

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 duties and responsibilities;

EDUCATION and/or EXPERIENCE:
· Associates degree in related field or three (3) years experience in the insurance field;

· Must have good computer skills;

· Bilingual is preferred;

CERTIFICATES, LICENSES, REGISTRATIONS:
· Employee must have a current valid Texas Motor Vehicle Operator’s License and must have liability insurance;

· Must be able to be insured by the County’s Insurance carrier;

OTHER SKILLS AND ABILITIES:
· Strong public relations skills with employer contact experience is highly desirable;

· Solid knowledge of insurance laws;

· Must possess effective desk management with good organizational and planning skills;

· Ability to write routine reports and correspondence;

· Ability to speak effectively before groups of people;

· Manage caseload within authority;

· Maintain and monitor database;

· Respond in a timely manner to questions/concerns from all employees regarding enrollments.  Work independently in the absence of supervision;

· Employee may be assigned other duties in addition to those listed; duties may change according to the changing needs of the County;

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;  

While performing the duties of this job, the employee is required to talk or hear.  The employee is required to stand.    The employee is required to walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance; stoop, and kneel;

The employee must occasionally lift and/or move over twenty-five (25) pounds.  Specific vision abilities required by this job include close 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;  

The noise level in the work environment is usually moderate;

SAFETY REQUIREMENTS:
Maintain physical condition appropriate to the performance of assigned duties and responsibilities which may include the following:

· sitting for extended periods of time;

· operating assigned equipment;

Maintain mental capacity which permits:

· making sound decisions and using good judgment;

· handling financial affairs effectively and honestly

· maintaining confidentiality;

· demonstrating intellectual capabilities;

Effectively handle a work environment and conditions which involve:

· working closely with others;

· working in a multi-task environment;

Maintain effective audio-visual discrimination and perception needed for:

· making observations;

· reading and writing;

· operating assigned equipment;

· communicating with others;

ACCIDENT PREVENTION PROGRAM:
All employees are required to adhere to the County’s Accident Prevention Program and all County safety policies and procedures. 
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