Job Description 

Date                                             
Job Title Insurance Specialist 
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

90%
	     

	
Standing:
5%
	     

	
Walking:
5%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	grips mouse, pen, papers, files, etc.

	C.
	Pushing/Pulling
	
	     

	D.
	Fine Manipulation
	
	keyboarding

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	     

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Analyses and pays insurance bills. 
Essential Functions of the Job:
Pays insurance bills for individuals who have mortgages that are serviced by the company.  Pays out monies on homeowner's insurance claims.  Confers with client, insurance agents, and contractors or suppliers.  Opens and sorts all insurance bills.
Types of Machines, Tools, Special Equipment:

computer, keyboard, mouse, adding machine
Vehicles or Moving Equipment Operated:

none
