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INSURANCE CONSUMER AFFAIRS ADMINISTRATOR
DESCRIPTION:   Under Administrative Direction; plans, organizes, directs and controls the unit's activities; schedules and assigns insurance company investigations; represents the Department of Insurance at disaster scenes and disaster centers; performs other related duties 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.)

Plans, organizes, assigns and directs the work activities of subordinate staff to facilitate the attainment of the unit's work goals and to ensure the consistent application of technical policies, procedures, and guidelines.

Confers with and counsels subordinate staff to exchange information on and/or explain work policies, procedures, and guidelines and to identify the characteristics and impact of and formulate possible solutions to work-related problems.

Reviews and compares work performance and/or work products of subordinate staff with established standards to determine employee production levels and training needs and to determine actions such as promotions, disciplinary actions, status changes, separations, and grievance dispositions.

Trains subordinate staff in the principles, practices, policies, and/or procedures of their job to maintain and/or improve the production levels of employees in accordance with established work performance standards.

Investigates complaints and answers inquiries regarding property and casualty insurance against insurance companies, agencies, and agents concerning property and casualty insurance; have direct written and verbal contact with consumers, insurance company staff, adjusters, agents, attorneys, employers and other representatives of business.

Identifies and analyzes consumer complaints for patterns or trends using summaries or other data available.

Testifies at hearings or conferences involving unacceptable or undesirable insurance practices to provide facts and/or corrective action.

Coordinates the development of consumer information brochures with the Departments Public Information Officer.

Confers with the agency legal division and company representatives regarding unacceptable insurance practices to determine the actions necessary to ensure the affected parties are treated fairly and compliance to state law.

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

Knowledge of:  agency programs and organizational structure, functions, policies, procedures, communication channels, and goals/objectives as they relate to insurance complaint investigation; the scope and impact of complaint investigations; federal and state insurance laws and regulations and other guidelines that govern complaint processing.

Ability to:  organize the work of others; supervise a support staff; and manage a section.

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

Knowledge of:  insurance principles; insurance company operations including underwriting, claims, policyholder service, sale, and advertising; statistical techniques used in industry practice; ability to interpret federal laws, state statutes and regulations; and computer operations to include spreadsheets and word processing.

Ability to:  train and supervise subordinate employees; communicate both orally and in writing; give presentations to specialized audiences; operate a computer; and assign other employees work.

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.)

Any combination of education, training and/or work experience that will enable the incumbent to possess the required knowledge's, abilities, and skills.  Prefer five years experience in the insurance industry with supervisory experience  and knowledge of the insurance laws of Nebraska.

