
Western Kentucky University
Position Description 
Position Title: Workers’ Compensation Specialist
FLSA Category: Exempt
Date: April 2005
Salary Grade: 108
Purpose of Position

The Workers’ Compensations Specialist has responsibilities for the day-to-day oversight and management of the Universities workers’ compensation program.  Works closely with employees and supervisors for injury reporting, light duty work program, return to work program and general compliance with workers’ compensation regulation.  
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Administers current policies and develops new policies and practices to ensure employee safety and well being in the workplace.
· Assists employees in seeking appropriate treatment for workplace injuries and illnesses.

· Prepares workplace injury/illness documents and forms for reporting to external program administrator and other agencies.  Maintains official files.

· Analyzes job descriptions in the context of safety and physical requirements of positions including options for light duty.

· Ensures that employees have legitimate medical documentation when absent due to a job related injury or illness.  Contacts medical providers as appropriate to verify and/or clarify medical instructions.

· Maintains official OSHA log and remains informed of relevant OSHA regulations.  Maintains close working relationship with Environmental Health and Safety.

· Coordinates absences associated with workers’ compensation and FMLA reporting.

· Coordinates with WKU Health Services, Environmental Health and Safety and program administrator to provide training opportunities on subjects such as proper lifting techniques, ergonomic workstation arrangement, personal safety equipment and other relevant safety and health topics.
· Conducts training for supervisors concerning reporting and management responsibilities for workplace injuries/illnesses.

· Uses spreadsheet applications and programs to prepare management reports, trend claims cost and document outcomes over time.

· Works closely with Payroll Office related to pay continuance calculations.

· Responsible for the creation and administration of an incentive/rewards program designed to promote and encourage safe workplace practices. 

· Reviews billing statements from workers’ compensation administrator and the Workers’ Compensation Funding Commission related to self-insured groups; makes payments according to policy provisions and statutory requirements.

· Conducts inspections of buildings and grounds with a focus on safety and risk assessment; audits employee work methods for purposes of improving safety.

· Provides supervisory oversight of graduate assistants and student employees who may assist with routine job duties.

· Performs other duties as assigned.

Secondary Job Functions

· Performs general office administration duties in support of the Benefits Section.
· Performs other related duties as assigned by the Manager of Employee Benefits and Retirement.

Minimum Training and Experience Required

Bachelor’s degree, preferably in Environmental Science and/or Industrial Safety/Health or Human Resources Management or other related field; knowledge of federal, state, and local workers’ compensation rules and regulations; a minimum of three years of Human Resources experience including significant experience in workers’ compensation administration.

Knowledge and Skills Required

Knowledge of Human Resources and Workers’ Compensation practices; good working knowledge of common spreadsheet and word processing software application; must be detailed oriented and adhere to high standards of accuracy; must be able to establish and maintain positive working relationships throughout all levels of the University; excellent verbal and written communication skills.

Physical and Mental Abilities Required
Unknown.
Organizational Relationships

Position reports to the Manager of Employee Benefits and Retirement.\
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service.


