
MESSA is deeply committed to diversity and inclusion in its hiring practices. We are an affirmative action, equal opportunity employer. People of color, women, and members of other historically marginalized social identity groups are encouraged to apply.

MS 42-23-24

DATE OF POSTING:						August 1, 2024

POSITION:	DISABILITY CLAIMS SPECIALIST

COMPENSATION/BENEFITS:				Minimum Compensation $20.97

STAFF RELATIONSHIP:					Responsible to Associate Manager

EMPLOYMENT DATE:					As soon as possible

SEND APPLICATION AND RESUME TO:			Human Resources Department
								Michigan Education Association
								1350 Kendale Blvd., P.O. Box 2573
								East Lansing, MI  48826-2573



BASIC PERFORMANCE EXPECTATIONS:

This position is primarily responsible for the review, calculation, evaluation and adjudication of short- and long-term disability claims. This position is responsible for listening to and assisting members in a fast-paced, often stressful work environment by quickly responding to inquiries and resolving complex issues received through a variety of communication channels. The work requires the knowledge of disability policies and benefit payment rules, coordination of benefit rules, medical terminology and other rules, procedures and operations to make sound decisions, within established limits, as to the disposition of disability claims. The work requires sound judgment in making decisions and the ability to effectively communicate decisions in verbal and written forms.

Employees work in a collaborative team environment under general supervision and frequently work alone exercising considerable independence.

The job requires the ability to establish and maintain effective working relationships with members, school business offices, providers, underwriters, staff and management. The job requires frequent interaction with clinical staff, including nurse case managers and other external vendors.

ASSIGNED DUTIES:

Develop and maintain an understanding of all MESSA disability benefit program philosophies, benefit structures, disability policies and eligibility requirements.

Accurately process short- and long-term disability claims according to a range of established and evolving MESSA and underwriter policies, procedures and guidelines, including calculations of members’ weekly or monthly benefits.

Assist a large number of members on an ongoing basis with all aspects of a disability claim. Interaction and support may continue for a period of two or more years.

Engage in often complex inbound and outbound telephone calls, as well as in-person meetings; display empathy, compassion and understanding while helping members understand the reasonableness of decisions and actions and resolve inquiries.

Provide proactive outreach to members, school business offices, providers and plan underwriters and other internal departments via telephone and/or in writing for information needed for initial and ongoing claim management (e.g. partnership records, current earnings, other income benefits and medical information).

Contacts may require communication of sensitive and confidential matters and require concise, tactful and diplomatic communication methods.

Determine eligibility for disability benefits by comparing functionality with job description by reviewing medical information, including physician statement(s) and medical records and utilize appropriate clinical resources.

Assist with coordination of independent medical examinations for members, including fee analyses.

Prepare various letters and reports on deadline with high degree of accuracy.

Examine issues and trends, prepare findings and make recommendations based on findings.

Assess claim when other sources of income are received (e.g. social security, workers’ compensation, other disability) to ensure accurate offsets are applied and recalculate benefits as needed determining under/overpayments. Proactively work with members to recover overpayments in full or negotiate monthly installments according to established protocols.

Assist with all aspects of a disability claim, collaborating with other departments including but not limited to Field Services, Group Services, Legal and Compliance and Document Management. 

Educate members about their disability coverage and instruct members how to complete forms throughout the life of a disability claim.

Perform other job-related duties as assigned from time to time.

MINIMUM REQUIREMENTS

Graduation from a standard high school or vocational school.

Proven ability to prioritize work tasks.

Demonstrated excellent written and verbal communication skills.

Demonstrated effective, professional telephone manner and member service skills.

Demonstrated knowledge of MS Windows applications.

Ability to analyze information and make sound decisions.

Ability to make moderately complex arithmetical calculations.

Excellent time management skills.

Keyboard and typing skills.

Ability to operate a computer and common office equipment.
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