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☒ CURRENT
☐ PROPOSED
	CIVIL SERVICE CLASSIFICATION
	WORKING TITLE

	Workers' Compensation Consultant	Recovery Specialist
	PROGRAM NAME
	UNIT NAME

	Division of Workers' Compensation
	UEBTF - Recovery Unit
	ASSIGNED SPECIFIC LOCATION
	POSITION NUMBER

	Oakland	400 – 794-9210-099

	BARGAINING UNIT
	WORK WEEK GROUP
	BILINGUAL POSITION
	CONFLICT OF INTEREST FILER
	BACKGROUND CHECK

	01	2	No
	Yes
	No

	General Statement

	
Under the general direction of the Supervising Workers' Compensation Consultant (SWCC), the Workers' Compensation Consultant (WCC) acts as a Recovery Specialist to handle Uninsured Employers Benefits Trust Fund (UEBTF) claims referred for recovery. The incumbent seeks full reimbursement of benefits paid out by the UEBTF from illegally uninsured employers.

Candidates must be able to perform the following essential functions with or without reasonable accommodations.
	Percentage of Time Spent
	Duties
Essential Job Functions

	45%	
Claim Analysis and Legal Compliance
  - Review and interpret legal documents, investigation reports, awards, balance records,      and maximum probable value estimates.
  - Analyze orders joining defendants to determine liability.
  - Confirm legal jurisdiction to guarantee protection of the debtor's due process rights before recovery begins.

Investigation and Asset Recovery Management 
  - Investigate, locate, and track debtors, their financial assets, and their liabilities.
  - Determine exact debtor liabilities, resolve name discrepancies, and reconcile accounts.
  - Draft and distribute formal demand letters to debtors and escrow firms.
  - Prepare, file, and amend Prima Facie Determinations and 3720 Property Liens.
  - File Judgments and Proof of Claims with appropriate courts and ensure legal service of  all documents.

Negotiation and Dispute Resolution
  - Serve as the primary point of contact for debtors and their legal representatives regarding recovery processes.
  - Negotiate structured repayment programs, promissory notes, lien settlements, waivers, and loan subordination agreements.
  - Authorize and process full or partial lien releases within approved authority limit and escalate high-value requests exceeding authority to the SWCC.


	30%	Case Documentation
  - Coordinate directly with UEBTF Claims staff on active recovery matters.
  - Utilize case management software to log, track, and update recovery case files.
  - Prepare comprehensive rationalization regarding case resolutions and strategic recommendations.
  - Maintain statistical databases and record all recovered funds.

Court Orders and Representation
  - Provide DIR Legal with documents to execute on Superior Court judgments 
  - Complete writs of attachment, arrange for sheriff’s levies, and bank levies on individuals.
  - Testify as needed in administrative hearings and civil courts.

	20%	Staff Training & Development
  - EAMS Navigation: Train incoming personnel to navigate the Electronic Adjudication Management System (EAMS) and its specialized Recovery module.
  - Referral Processing: Instruct staff on reviewing adjuster-generated claims referrals and executing required processing actions.
  -Data Entry: Teach staff to accurately populate and use the various options in the Recovery system using comprehensive information from claims file.
  - LexisNexis Utilization: Guide staff on incorporating LexisNexis investigative tools effectively throughout the recovery workflow.
  - Settlement Negotiation: Train staff to negotiate complex financial resolutions with escrow companies, attorneys, insurance carriers, and lien claimants.
  - Document Execution: Instruct staff on the procedural requirements for completing the Waiver of Collection Rights.

Prepare and issue monthly reminder letters to debtors (uninsured employers, shareholders, partners, etc.). 

Submit Monthly Activity Report to the SWCC.

	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Percentage of Time Spent
	Marginal Job Functions

	5%	Perform other tasks such as providing backup coverage for other Recovery Specialist(s) as needed, managing the transmission of recovery checks to Accounting for processing, retrieving manual files, and executing special tasks that may be assigned by the SWCC.

	
Conduct, Attendance, and Performance Expectations

	The State of California adheres to several laws and policies that are designed to promote a safe, comfortable, and professional work environment for all employees. As a state employee, you are responsible for arriving at and leaving work at the times agreed upon by your supervisor, including returning on time after lunch and break periods. You are expected to behave in a courteous and responsible manner at all times. Remember that the image of an organization rests upon the behavior of the employees who represent it. You and your supervisor will participate in the regular employee appraisal process throughout your career. This gives you and your supervisor an opportunity to discuss your job performance and career development. 
	Supervision Received

	The Workers' Compensation Consultant (Recovery Specialist) is supervised by the Supervising Workers' Compensation Consultant but may also receive direction from the UEBTF Workers' Compensation Manager.
	Supervision Exercised

	N/A
	Work Environment, Special Requirements/Other Information, Physical Abilities, Additional Requirements/Expectations, and Personal Contacts

	Work Environment

	The incumbent will work 40 hours per week in a cubicle environment in an office setting with artificial light and temperature control. The building is a high rise building with elevator access.  The incumbent is required to work extensively on the computer. Once formal training has been concluded, part-time telework may be offered upon approval by the Recovery Manager and consistent with the Department of Industrial Relations’ Telework Policy. 
	Special Requirements/Other Information

	The incumbent must demonstrate the ability to establish and maintain cooperative working relationships with staff at all levels, both within and outside, of DIR to complete work assignments related to case management. The incumbent must exercise the ability to independently make decisions and perform actions that are required with their cases. The incumbent must demonstrate the ability to use email, desktop applications, and any other software to complete tasks. 
	Physical Abilities

	The position requires the ability for prolonged sitting and to work at a computer for extended periods of time and to move and transport office items in a safe manner. 
	
Additional Requirements/Expectations

	The incumbent must be able to maintain appropriate confidentiality with medical records. The incumbent must be dependable and have the ability to work cooperatively with staff at all levels, both within and outside the Department. The incumbent must have the ability to communicate effectively in order to complete work assignments. 
	Personal Contacts

	
The incumbent interacts with all levels of Department staff and external stakeholders, including employers' attorneys, escrow agents, insurance carriers, county recorders, sheriff's offices, and the Superior Court.

	Employee Acknowledgment

	I have read and understand the duties listed above and certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform these assigned duties as described above with or without reasonable accommodation. If you believe a reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for a reasonable accommodation, inform the hiring supervisor who will discuss your concerns with the Medical Management Unit in the Human Resources Office.

	
	
	
	
	

	Employee Name
	
	Employee Signature
	
	Employee Sign Date

	

	Supervisor Acknowledgment

	I certify this duty statement represents a current and accurate description of the essential functions of this position. I have discussed the duties of this position with the employee and provided the employee with a copy of this duty statement.

	
	
	
	
	

	Supervisor Name
	
	Supervisor Signature
	
	Supervisor Sign Date

	

	HUMAN RESOURCES OFFICE APPROVAL

	
	
	

	C&S Analyst Initials
	
	Approval Date
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