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POSITION DESCRIPTION 

 
Job Title: Claims Director 
Status:     Exempt 
Department:  Claims 
 
PURPOSE: 

 
The Claims Director is responsible for the leadership and performance of staff, including 
training, development, motivation and evaluation and the implementation of claim processing 
requirements for new products.  Will develop a broad knowledge of all aspects of Allied National 
to successfully direct the supervisory staff in efficient operation of the claims department- work 
flow, procedures and processes, including documentation, quality review and personnel 
matters. 
 
ESSENTIAL FUNCTIONS: 

 
50%  1.  Understand the overall company direction, goals, and priorities including new product 

development.  Plan, develop, and direct department resources in establishing and 
achieving supportive goals and objectives.  

 
25%  2.  Train, develop, and motivate staff by setting clear expectations and demonstrating 

desired performance and professionalism. 
 
         a.  Direct supervisory staff in performing Administration/Personnel functions of policy 

application (counseling, attendance, evaluation/quality review, scheduling). 
 
         b.  Evaluate the performance of supervisory staff according to established company 

guidelines;  present evaluations in a manner that motivates them to reach their 
potential for maximum job performance, counsel with employees concerning 
development and performance, participate in goal setting and attainment of objectives 
for each supervisor. 

 
         c.  Review employee performance evaluations and approve salary recommendations for 

all staff. 
 
 5%  3.  Advise and coordinate with appropriate supervisor to establish, implement and monitor 

department procedures or modifications of procedures and/or performance standards. 
 
 5%  4.  Analyze production statistics and quality review processes, evaluating results and 

recommending appropriate action/training.  Continually review departmental functions 
and procedures to insure maximum efficiency of operation. 

 
 5%  5.  Consult with trainers and supervisors on the progress of trainees throughout the training 

process.  Assess progress and take appropriate action. 
 
 5%  6.  Coordinate staffing needs with Human Resources.  Interview prospective employees 

referred by Human Resources. 
 
 5%  7.  Communicate and interact with other departments in the company to maintain good 

communication and efficient work flow. 
 
 



(Management retains the right to add to or change the functions of this position at any time.) 
REQUIREMENTS: 

 
1.  Five years health insurance/benefits experience with a major insurance carrier or 

administrator. 
 
     2.  Minimum of five years of employee benefits management experience, including 

management of supervisory level employees. 
 
     3.  College degree preferred. 
 
     4.  Strong interpersonal and communication skills and the ability to understand, direct, and 

motivate staff toward objectives. 
 
     5.  Demonstrated decision making ability and proven leadership skills. 
 
     6.  Ability to speak English fluently.  Ability to read, comprehend, give and follow verbal and 

written English instructions. 
 
     7.  Ability to compose proper business correspondence; i.e., business letters, memos and 

documentation. 
 
     8.  Ability to interact with employees and other staff to determine level of understanding or 

define problems.  Ability to express self clearly and courteously; responding with 
patience, confidence, and accurate information. 

 
     9.  Ability to meet company attendance requirements. 
 
     10. Ability to work under and handle stress of varying work loads, deadlines and analyzing 

various situations and making appropriate decisions. 
 
 
FACTORS IMPORTANT TO SUCCESSFUL PERFORMANCE OF POSITION: 

 
Problem solving                      Interpersonal skills 

           Analytical ability                  Innovative thinking 
           Communication skills              Leadership 
 
Must have the skills to form a strong/interactive supervisory team that has the ability to analyze 
problems and determine appropriate actions.  Must have analytical and creative abilities to solve 
problems and project future needs of the department.  Excellent communication and 
interpersonal skills are necessary to communicate with Carriers, vendors, etc and to work in a 
harmonious manner with all staff, management, and officers. 
 
 
PHYSICAL DEMANDS OF THE POSITION: 

 
Standing/Sitting           80% of time          Remain at desk to perform duties, coach  
       employees, conduct meetings, etc. 
 
Walking                 20% of time         Interact with employees, go to meetings 
 
Lifting/Carrying 5 lbs.     5% of time         Handling files, reports. 
 



Reaching                    55% of time        Materials on desk, telephone, operating PC, 
       reports and manuals. 
 
 Speaking/Hearing           85% of time         Conversations with employees and other 
       staff. 
 
Seeing                     100% of time         Looking at CRT, reviewing reports, etc. 
  
Color vision                 1% of time        Looking at colored forms. 
 
 
 
 
 
 
NOTE:    Applicants who need accommodation for an interview or job testing, please request 
this in advance to the Human Resources Department. 
 
 
 
 
 


