
Position

Administrative Claims Examiner
Oklahoma Crime Victims Compensation Board

Internal/External Applications Accepted Through

Friday, March 13, 2020 at 5:00 p.m.

Approximate Starting Date

April 1, 2020

Submit Application, Cover Letter, and Salary Requirements to: 

Amy Bruce, Payroll Officer
District Attorneys Council

2200 N. Classen Blvd., Suite 1800
Oklahoma City, OK 73106

Starting Salary:  $35,000 - $38,000

Duties

Technical
Read victims compensation claims and supporting information in order to recommend claim eligibility.
Make recommendations for approval/denial of claims with requests below $2,500.00.
Determine statutory limits of compensation and determine if collateral sources exist.
Provide technical assistance and assist with ongoing training of Victim-Witness Coordinators.
Write minutes and decisions and orders for all administratively decided claims.
Regular communication with other state agencies, service providers, and victims is required.
Assist with and/or provide training to new victims’ compensation advocates.

Finance
Compare the amounts being claimed with medical and funeral bills that are submitted.
Compute loss of support and wage loss claims based on statutory limits.
Input payment data after claims are decided administratively; reconcile with minutes.
Set up vendors in the OMES system to insure payments are made accurately to providers.

Clerical
File all documents pertaining to claims decided administratively.
Mail payments to victims and service providers with supporting documentation.
Assist in answering questions from the public regarding the claim process and status of claims.
Assist walk-in victims with the claim process.
Assist with and attend Board meetings; assist victims/claimants with any questions after decision.
Provide referral information to victims.
Perform PeopleSoft deposits as needed.
Perform quality control review of claims processed by other claims examiner(s).
Provide phone coverage, as needed.

Qualifications

NOTICE OF JOB OPENING



To qualify for this position, applicants must have:

 Excellent work ethics and communication skills (written and oral).

 A Bachelors degree or four years of experience in a legal or social services related field; or a combination of 
education and experience.

 Two years of office experience.

 Self-discipline and excellent organizational skills.

 The ability to work comfortably under pressure and be multi-task oriented.

 Superior interpersonal skills.

 Excellent computer, writing, spelling, typing and mathematical skills.

 Experience with Access database program and PeopleSoft preferred.

 The ability to remain calm with people in crisis.

 Superb judgment, objectivity, and analytical skills.

 Exceptional recall of dates, deadlines, and historical precedents.

 The ability to maintain confidentiality and disassociate ones self from the daily review of graphic crime 
reports and materials.

 Adaptability, dependability, and excellent coping skills.


	Notice of Job Opening
	Position
	Internal/External Applications Accepted Through
	Approximate Starting Date
	Starting Salary: $35,000 - $38,000
	Duties
	Compare the amounts being claimed with medical and funeral bills that are submitted.
	Compute loss of support and wage loss claims based on statutory limits.
	Input payment data after claims are decided administratively; reconcile with minutes.
	Set up vendors in the OMES system to insure payments are made accurately to providers.
	Clerical

	Qualifications

