Administrative Assistant 


Reports To:   
Claims Administrative Supervisor 

Non-Exempt Position (subject to overtime) 
 

EDUCATIONAL REQUIREMENTS:  High school or equivalent work experience. 

LIFTING REQUIREMENTS:  None 

This position involves the handling of private and confidential information. It is expected that the employee will treat that information as private and confidential in accordance with the expectations and guidelines outlined in the WRC Employee Manual and any similar departmental guidelines.

CLAIMS CLERICAL TASKS:  Backup (routinely perform)  1st Auto & WASI
Processing incoming and outgoing mail (including checks), taking first notice of loss calls (1st Auto)  and claims inquiry calls, entering new losses, cataloging recorded statements, ordering police reports and updating system’s data with info from police reports.   Entering expense payments and processing routine glass and towing claims.
ADMINISTRATIVE TASKS:  1st Auto & WASI
Transcription and Dictation

Prepare and send correspondence for claims adjusting staff

Perform copying tasks

Prepare certified policies

Prepare files to be sent to vendors (e.g., suit files, outgoing subrogation or contribution files, medical records/bill review)

Submit monthly Reinsurance Reports

Maintain and update weekly claims counts and other reports

Check voicemails of absent employees

Assist in updating and maintaining departmental letters, macros, forms, and templates

Assist in organization and maintenance of 1st Auto claims’ portion of the network

Perform other duties and projects as assigned
__________________________________________________________________

Required Skills
Minimum of 2 years work experience as Administrative Assistant or similar position.
Proficient in Microsoft Office Products:  


Word:  creating, updating letters, forms and templates, creating tables, formatting 


including setting and modifying tabs/indents, outlines, table of contents, 



headers/footers, and page numbers.
Excel:  creating and updating spreadsheets: adjust cell size, rolling column headers, multiple pages, creating and modifying formulas, importing data into a spreadsheet and creating tables and reports.
Outlook:  receiving and sending e-mails with and without attachments, exporting e-mails and attachments as one document as well as multiple documents.

Typing Speed:  minimum 65 wpm, 95% accuracy.
Excellent verbal and written communications skills, including ability to proof/edit own work.
Excellent organizational and time management skills.


Additional Skills:  
Proficient in Microsoft Word’s Quick Parts
Proficient in Pathagoras
Familiarity with property & casualty insurance terms

