INSURANCE CLERK

PART-TIME

QUALIFICATIONS:

1.
Competent in general clerical skills.

2.
Possess a working knowledge of computer processing.

REPORT TO:
Assistant Superintendent and Business Manager

RESPONSIBILITIES:

1.
Responsible for enrollment of employees in group health insurance program and maintaining employee records in accordance with the rules and regulations established by the plan provider, Oklahoma State and Education Employees Group Insurance Board (OSEEGIB).

2.
Provide information and/or direct employees on where to obtain answers on claim questions and problems.

3.
Understand the rules and regulations of the Plan and be able to relate this information to the eligible employees of Altus Schools.

4.
Perform other tasks as may, from time to time, be assigned by the superintendent or his designee.

5.
Observe all rules, regulations and policies of the District.

 Terms of Employment:
260 day contract.  Salary and work hours to be established by superintendent.

REVIEWED AND AGREED TO BY__________________________date_______

