City of Chattanooga, TN

Classification Title:  Claims Investigator

	Department: 
	City Attorney
	Pay Grade:
	TBD

	Supervision Received From:
	Deputy City Attorney
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
	Established:

Revision:
	11/18/0903/27/12


CLASSIFICATION SUMMARY:

Incumbents in this classification investigate, analyze, negotiate, and settle claims involving the City of Chattanooga property, equipment or personnel.  Duties include:  Investigating claims, assessing damage, interviewing and corresponding with involved parties, report writing, collecting evidence, and recommending course of action on claims.  Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The Claims Investigator is a stand alone position.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Investigates claims involving the City of Chattanooga property, equipment or personnel; views and photographs accident scenes involving City personnel or equipment; and reconstructs accident scenes as needed.
· Interviews or corresponds with claimants, witnesses, police, physicians, plaintiff’s attorney, insurance companies, or other relevant parties to determine claim settlement, denial, or review.
· Compiles evidence, analyzes collected information to determine liability, and makes recommendation for course of action.

· Prepares case files, reports and presentations.
· Maintains case files, databases and records.
· Participates in/on a variety of meetings, seminars, committees, and/or other related groups in order to receive and convey information.

· Serves subpoenas as required.
· Uses, carries, and answers their cell phone for business purposes as determined by the assigned job duties and the department head.
· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Business Administration or a related area and three years of experience in the investigation and settlement of claims.
LICENSING AND CERTIFICATIONS:

Valid TN Class D license

KNOWLEDGE AND SKILLS:  
Knowledge of the structure and content of the English language including spelling, rules of composition and grammar; customer service principles; records management; office procedures; laws, legal codes, court procedures, precedents, government regulations; mathematics and statistics and their application, negotiation and investigative techniques and principles,
Skill in report writing, word processing and spreadsheet document creation, conducting investigations, damage assessment, accident reconstruction, case file management, making presentations, analyzing a variety of data and information and making appropriate recommendations based on findings; and communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS
Positions in this class typically require: fingering, grasping, balancing, stooping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.
SPECIAL REQUIREMENTS:
Safety Sensitive:  N 
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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