
 
 

  MPIUA JOB OPPORTUNITIES 
 
Employees who are interested in and possess the minimum qualifications for a posted position are encouraged 
to apply. The Human Resource Department will refer all applicants to the appropriate supervisor and 
determinations will be based upon individual qualifications, employment history, attendance and tardiness 

records, appraisals and recommendations on file. The Association will give fair and equal consideration to all applicants regardless of race, 
color, religion, sex, national origin, ancestry, or age.  In the event that you wish to apply for the position offered, please do so within (4) 
working days of the job posting date by completing a Posted Position Application. 

  
 
TITLE: Claims Operations and Services Supervisor          DATE POSTED: 1/10/2023  
DEPARTMENT: Claims                      FLSA STATUS:  Exempt 
STARTING SALARY: $76,800       CATEGORY: Full-Time 
 
This position reports to the Chief Claims Officer and to the Claims Managers as designated by the Vice President–and 
supervises the Claims CSR and Claims Assistants. 
 
OVERALL FUNCTION: 
 
This position is responsible for supervising the Claims Services staff, which includes coordinating and delegating work 
assignments, monitoring volume and providing assistance and direction to TPAs, third party vendors, independent 
adjusters and other personnel within the Association. This position is also responsible, in consultation with the Claims 
Manager(s) and the Vice President of Claims, etc., for participation in the planning and the implementation of all Claims 
Department functions, operations and services. 
 
JOB REQUIREMENTS: 
 
This position requires a college degree or five or more years of previous claims or underwriting experience and 
the completion of related insurance courses is required. Strong supervisory and interpersonal skills, as well as 
the ability to exercise discretion and confidentiality in personnel matters are essential. In addition, this position 
requires strong written and verbal communication skills, the ability to exercise good judgment in stressful 
situations, as well as the ability to work independently and to prioritize responsibilities. This position requires 
the ability to learn new systems and products as they are made available. Experience in underwriting and/or 
claims practices and procedures is necessary. 
 
RESPONSIBILITIES: 
 

This position is also assists, in consultation with the General Adjusters, Claims Managers and the Vice President of 
Claims, in participation of the planning and the implementation of all Claims Department functions, operations and 
services. Those above-described duties include, but are not limited to: 
 

1.  Responsible for the planning and organizing of the Claims Administration Unit to include coordinating 
development and training through internal training procedures. 

2.  Responsible for interviewing perspective job applicants for all Claims Administration Unit staff.   
3.  Responsible for training and development of all employees within the unit on Claims Department procedures and 

Infinity screens. 
4.  Manages the accurate recording of attendance including electronic time cards and time off requests for all direct 

reports. 
5.   Responsible for conducting employee performance appraisals and salary recommendations to Management. 
6. Conducts disciplinary proceedings in conjunction with the Association’s established guidelines. 
7. Responsible for the delegation and coordination of workflow in the processing of claims. 
8. Supervision of quality control systems for CSR handling of claims calls and system processing of Claims 

information. 
9. Responsible for the coordination of all claim files within the ImageRight system including assuring that all 

claims documents and notes are promptly and accurately filed into the correct ImageRight files and subfiles 
and maintaining the interface between ImageRight and the new XactAnalysis system. 

10. Provides support through telephone and email contact to adjusters, agents, brokers, and insureds. 
11. Responsible for ordering supplies for the Claims Department. 
12. Assists in the semi-annual Claims Department Reserve Audit. 
13. Monitors and manages after-hour escalated claim assignments from Call Center. 
14. Assists in the collaboration with the Financial and IS Departments with system testing and enhancements to 

existing standards and procedures. 
15. Participates in catastrophe planning and business continuity planning and testing. 
16. Responsible for preparing and conducting annual performance appraisals and recommending salary increases 

for the Claims Administration Staff. 
17. Develops educational programs and tutorials on Claims Systems at the direction of the Vice President Claims 

for Outside Vendors, Auditors and Supervisors, Underwriters and the Association's employees including 
Consumer Service Representatives, as well as inter-departmental training. 

18. Daily intradepartmental collaboration ensuring seamless handling of claims which is critical to the overall 
performance of the Department. 

19. Continuous collaboration both intra/interdepartmental development of web forms, workflows and procedures. 
20. Maintains records of CAT statistics and PCS supporting documentation. 



 
 

21. Reviews and edits workflow documentation for the Claims Department. 
22. All other duties and projects as assigned. 

 
 

PHYSICAL ACTIVITIES REQUIRED TO PERFORM ESSENTIAL FUNCTIONS: 
 

In order to complete the essential functions of this position in a complete and timely fashion, the person in this 
position must be able to: 

 
• Sit and remain in a stationary position for 90% of the time 
• Operate a computer and other office productivity equipment as needed to meet the requirements of this position. 
• Read and create both physical and electronic documents 
• Effectively communicate with employees, customers, vendors and other individuals both inside and outside the 

organization on the telephone, in writing and in person 
• Think analytically, concentrate on assigned tasks, observe and remember detail, and make decisions 

sufficient to meet the requirements of this position. 
• Ability to travel as needed to meet the requirements of this position 
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