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UNEMPLOYMENT INSURANCE CLAIMS SPECIALIST

DESCRIPTION:  Under general supervision, interviews individuals by telephone, conducts initial and subsequent assessment of individual needs, and files initial/additional claims for unemployment insurance benefits.  Assists in the completion and processing of claims for unemployment insurance benefits.  Performs related work as required. 

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Receive and answer telephone inquires from claimants, employers, other agencies, and the general public about the unemployment insurance program by interpreting state and federal unemployment insurance law, agency rules, regulations, policies, procedures, and guidelines.

Receive telephone calls from claimants and process initial claims by guiding and coaching individuals through the claims process.  
Explain services, procedures, options, and benefits to customers; discuss One Stop Centers and refer accordingly.

Prescreen claims by gathering and assessing key database information on claimants type and location of employment and applying Nebraska, federal and state laws to make decisions on the appropriate unemployment claim to file.

Collect, record and store claimant demographics, employment history along with appropriate occupational classification codes by entering respective data into computer database.
Retrieve, review and verify all client personal and employment information data for accuracy and completeness; update as required.  
Conduct periodic eligibility review interviews with claimants regarding ability and availability for work.
Review, batch and forward all claims for appropriate action; complete and submit supplemental documentation.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the Nebraska Employment Security law and the rules and directives pertinent to the application of this law.  

Ability to:  interpret, explain and implement directives and guidelines pertinent to the Nebraska Employment Security law.  Provide competent, quality fact-finding using proper application of law and policy in a professional and understanding manner.  

UNEMPLOYMENT INSURANCE CLAIMS SPECIALIST (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  social/behavior sciences, principles and practices of accounting and auditing.

Ability to:  interact with people of varied socio-economic levels to maintain working relationships; read and understand directives; follow oral or written instructions; communicate both orally and in writing; operate an automobile.  Good time management and organizational skills; ability to present information in a professional manner under scrutiny.

Self control sufficient to maintain composure under trying conditions; highly developed communication skills necessary.
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

High school or equivalent education with a solid foundation in math, composition and use of computer equipment.  At least six months experience in a program dealing with service to the public that includes answering inquiries and explaining procedures; experience in customer service or call center.  

Prefer post high school education with an emphasis in any one of the following areas:  public or business administration, accounting or social/behavioral sciences and one year experience in personnel, unemployment insurance, employment services, insurance, accounting, interviewing and analyzing/evaluating financial data.

