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Division


Employment Services
Job Title



Claims Consultant
Immediate Manager
Business Manager


Job Context 

WISE Employment (WISE) is a successful not-for-profit organisation, committed to providing quality employment, training, occupational rehabilitation and allied health services to disadvantaged members of the community through a range of programs. 

In addition, the WISE business includes two Social Enterprises in Tasmania and in Melbourne respectively.  These operate as successful businesses and provide employment for people with disabilities in the open labour market.  

This role sits within the Employment Services Division of WISE.


Job Purpose

The Claims Consultant reviews all potential claims and provides feedback on the quality of Post Placement Support records.  Additionally, the Claims Consultant identifies and pursues potential outcomes and provides information to staff on contractual requirements.  

The role will be performed in a way that adheres to WISE values, policies and procedures and organisational standards in particular quality and service standards including the Disability Service Standards as well as adhering to relevant legislation and all funding body requirements.

Key Accountabilities

The key accountabilities of this role encompass duties that principally relate to the job purpose and may include other duties that are incidental or peripheral to the job purpose.

Duties of this role may include but are not limited to the following:

· Reviewing, monitoring and tracking claims to ensure contractual compliance and to maximise income for the site

· Identifying and pursuing all potential outcomes from placements lodged in the DEEWR database 
· Reviewing and providing feedback on the quality of Post Placement Support records

· Providing advice and assistance to site staff on placements, claim requirements and systems procedures

· Recording and maintaining all required data in line with WISE policies and procedures and funding body requirements
· Identify prepare and lodge all special claims within a timely manner



Key Result Areas

Performance objectives are based on the key accountabilities above and are aligned to organisational and team objectives.  Individual performance measures and behavioural standards will be discussed and reviewed on a periodic basis in accordance with the WISE Performance Development Policy and Procedure.  
Specific Key Result Areas may include:
· Relevant data relating to claims is recorded as required
· All lodged claims are eligible and meet contractual requirements

· All claims are made within contractual guidelines and adhere to WISE policies and procedures

· Claims audits demonstrate compliance with funding body guidelines and WISE policies and procedures
· Feedback given to site staff regarding claims is relevant and timely
· Knowledge of funding body contractual requirements is up to date

· Effective internal and external relationships have been established and maintained

· Achievement of performance objectives


Job Authorities
· Decide priorities to achieve required performance levels

· Decide when to request information from other staff

· Identify own development needs



Job Criteria

Essential Criteria

· Sound understanding of relevant funding body requirements and ability to provide advice on complex contractual requirements

· Highly developed Customer Service skills

· Highly developed verbal and written communication and interpersonal skills 

· Strong problem solving ability

· Proficiency in using current MS Office and database applications
Desirable Criteria

· Proficiency in using relevant Employment Industry software
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