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Positions Available in Phoenix, AZ and Hawthorne, NY 

RN Case Manager

Function:  

Assist the employer and Matrix in the resolution of complex Workers' Compensation, Short and Long-term disability claims. Resolution may include return to work activities, facilitating medical care with providers and the Employer's health care plans, and achieving directed case management strategy outcomes. Claim resolution may involve working directly with the Employer, Attorneys, Investigators, Rehabilitation Counselors, the employee, the treatment provider and other professionals assigned to the claim.

Responsibilities:

Handle the most complex claims in case management.  Position includes telephonic and onsite activities to assist employees in returning to work. Consults and advises disability staff on medical elements associated with disability claims.  Evaluates nature, status, duration and validity of disability claim modified duty programs for injured claimants.  Requests and investigates all appropriate sources of information to make accurate and ongoing disability determinations.  Assists with special projects and staff training programs.  Performs related work as assigned.

Skills Required:

Prefer experience in Occupational, Fitness for Duty and /or Rehab. HR and legal background a plus.  Excellent interpersonal and communication skills.  Must be PC literate.

Minimum Qualifications:

Must be a licensed Registered Nurse with a minimum of five years of applicable medical experience in medical WC Case Management and Disability or LOA Management.  

Positions Available in Phoenix, AZ and San Jose, CA

STD Claims Examiner

Investigate, evaluate and determine benefit eligibility of disability claims in a timely fashion; develop and sustain excellent client relationships. Manage Short Term Disability (STD) claims according to established procedures; plan documents and state and federal guidelines.  Act as liaison between employees, employers and medical providers.  The CE must ensure compliance with policy and provisions and state and federal regulations and exercise expense management through investigation, appropriate follow up, case management and claim settlements.  Position requires 3-5 years claims experience, strong communication skills multi-tasking, solid math aptitude and good written and oral communication. 

Skilled in computer functionality:  Microsoft Office (Word, Excel, Access, PowerPoint, Outlook). College degree or equivalent work experience is required
Positions Available in Phoenix, AZ and Hawthorne, NY

LTD Claims Examiner

Investigate, evaluate and determine benefit eligibility of disability claims in a timely fashion; develop and sustain excellent client relationships. Manage Long Term Disability (LTD) claims according to established procedures; plan documents and state and federal guidelines.   Act as liaison between employees, employers and medical providers.  The CE must ensure compliance with policy and provisions and state and federal regulations and exercise expense management through investigation, appropriate follow up, case management and claim settlements.  

Position requires 3 or more years of Long Term Disability (LTD) claims experience, strong communication skills multi-tasking, solid math aptitude and excellent verbal and written communication. Requires a College Degree or equivalent work experience. Skilled in computer functionality:  Microsoft Office (Word, Excel, Access, PowerPoint, Outlook).

Position Available in Phoenix, AZ
Benefits/Payroll Coordinator 

Function:

Under direct supervision by Matrix management, performs Payroll Administration duties in support of Client accounts

Responsibility:

The successful candidate will be in charge of Bi-monthly payroll upload into ADP ProBusiness. The claims team generates a report.  Some manipulation of the spreadsheet in Excel is required.  Data is uploaded into ProBusiness and transmitted to ADP for check creation.  Reports returned by ADP following the input of payroll must be verified and sent to the client.  Answer general questions from Client employees and Matrix claims staff about payroll information including benefit deductions, tax withholding, etc. Create and upload HRIS data file for the Client.  Upload changes in HR record received from Client following their payroll.  Create HRIS file in ProBusiness.  Upload HRIS data into eServices using web application.

Premium Billing Services for multiple clients:  Using LeaveLink, create premium billing letters and coupons upon receipt of approved disability and/or leave eComm.  Receive payment information from bank lock-box and enter paid information into LeaveLink.  Generate past due notices to employees who have not paid premiums per schedule. Run reports in LeaveLink.  Answer questions from client employees, Matrix claims and LOA staff about premium information.  Some clients continue to use manual process (not in LL) that will also be the responsibility of this position.

Minimum requirements:

Background/ knowledge of LOA, Claims Administration, Benefits and/or Payroll Administration experience is suitable for this position. Must have the ability to manage tight/multiple deadlines and tasks. Requires excellent customer service, organizational and project tracking skills. Superior communication (written and verbal) and computer literacy with MS Office (Excel, Word, etc.) are a must. Adapt at learning new web-based applications such as LeaveLink and ADP Pro-Business. Will partner with and communicate with other team members on issues related to claim administration and/or account management.

Position available in Phoenix, AZ

Leave Assistant

Under direct supervision performs varied functions in support of the Leave of Absence Unit. Requires excellent interpersonal strong computer and general office skills. Also,  requires the ability to take on projects and follow through to completion with efficiency and accuracy. Process FMLA leave claim intake and reports. Communicate with claimants, clients, and providers. Maintenance of date integrity and company standards of quality and customer service is essential. Candidate must have excellent customer service, computer literacy and the ability to learn new programs. Ideal candidate will have good verbal and written communication, strong math aptitude, multi-tasking and organizational skills.

Skilled in computer functionality: Microsoft Office (Word, Excel, Access, PowerPoint, Outlook).

Positions Available in Phoenix, AZ and Hawthorne, NY

Leave of Absence Coordinator

Must have a thorough knowledge of and ability to apply state and federal laws and regulations for leave tracking and eligibility determination as they relate to FMLA. Must have good analytical skills to research and review case law and apply knowledge and information to unusual case scenarios in order to determine eligibility of complex leave requests. Makes accurate and timely determination of leave entitlement.  Maintenance of data integrity and company standards in quality and customer service is essential. Adhere to all statutory requirements by jurisdiction.

Requires College Degree in Human Resources or equivalent work experience and 3 or more years of direct FMLA administration. Skilled in computer functionality: Microsoft Office (Word, Excel, Access, PowerPoint, Outlook).

Positions Available in Phoenix, AZ, San Jose, CA and Rocklin, CA

Technical Assistant

Under direct supervision, performs varied functions including worker’s compensation and claim set-up. Requires excellent interpersonal skills, computer and general office experience. Have the ability to multi task and complete projects in a timely and efficient manner.  Process claims paperwork and first reports; efficiently expedite correspondences and update diaries; communicate effectively with claimants, clients, and providers. Assist in bill payment process, data entry and report production.

College Degree in Human Resources or equivalent and 3 or more years of general office experience,. Skilled in computer functionality: Microsoft Office (Word, Excel, Access, PowerPoint, Outlook).Excellent customer service and communication (written and verbal) skills.

Position Available in San Jose, CA

Accounting Administrator

Function:  

Maintain processing and recording of all vendor invoices. Generate payment and distribute all invoices due. Responsible for reconciliation of company’s various operating, as well as customer, bank accounts.

Responsibilities:

Issue all customer invoices and calculate annual service fees. Prepare and submit bi-weekly federal tax deposits. Candidate is accountable for the filing and reconciliation of quarterly forms, daily deposits and cash applications. Provides information in report format upon request internally and externally. Balancing of various general ledger accounts.

Skills Required:

Successful candidate has Hands-on experience in Account Payable/Accounts Receivable, knowledge of Bank Reconciliation, computerized accounting and a very high level of accuracy and attention to detail. College level accounting courses and general accounting experience is desirable. Possess excellent communication skills with both internal and external customers.  Requires College Degree or equivalent and 2 or more years of related experience, plus competency with MS Office (Word, Excel, PowerPoint, Outlook, etc.) Small/mid-sized service company experience is helpful.

Position Available in Rocklin, CA

Claims Examiner (Worker’s Compensation)

Responsibilities:

Manage litigated and non-litigated claims according to established claims procedures, client contract and labor code with minimal supervision. Act as liaison among claimants, clients and attorneys in the resolution of indemnity and medical claims. Maintain diary system: prepare file documentation reports on assigned claims. Oversee the prompt delivery of benefits to the injured worker: manage medical treatment and provide authorizations; review and approve bills.

Responsible for complex claims, including litigation, subrogation, vocational rehabilitation (where applicable) large reserve amounts, and active caseload. May handle more than one jurisdiction. Assists with supervision and training of other examiners, conducts file audits and may sign off on management level items such as payment authority or letters. Knowledge of ADA, employee relations and Disability Claims are helpful. 

Minimum Qualifications:

College Degree or equivalent plus a minimum of 5 years direct WC Examiner expertise. Must have a thorough knowledge of California labor code and California workers’ compensation law, applications, litigation procedures, defenses, subrogation, investigation and provisions of laws governing administration of self- insurance claims. SIP Certification for assign jurisdiction is required. Skilled in computer functionality: Microsoft Office (Word, Excel, Access, PowerPoint, Outlook). 

Position Available in Phoenix, AZ

Intake Coordinator

Within a Call Center environment, initiate all new claim set up process in the creation of new claims. Obtain and coordinate information required to create new claim files. Enter new claim information into the system and retrieve information as required to complete claim and file set up. 

Candidate is required to have excellent customer service, communication and organizational skills. Requires accurate data entry and typing skills. Excellent Microsoft Office (Word, Excel, Access, PowerPoint, Outlook) is essential.   
Position available in Hawthorne, NY

FMLA Implementation Specialist/Account Manager

Successful candidate must be well grounded in HR Benefit administration. Must have a thorough knowledge of and ability to apply state and federal laws and regulations for leave tracking and eligibility determination as they relate to FMLA. Requires analytical skills to research and review case law and its applicability to unusual case scenarios, in order to determine eligibility of complex leave requests. Makes accurate and timely determination of leave entitlement. Maintenance of data integrity and company standards in quality and customer service is essential. Adhere to all statutory requirements by jurisdiction and client policy. The candidate will be expected to be a presenter at clients finalist meetings.  May assume duties as an Account Manager for stand-alone FMLA and account implementation of integrated accounts.

College Degree in Human Resources or equivalent work experience and 5 or more years of Benefits Administration experience is essential. Skilled in computer functionality: Microsoft Office (Word, Excel, Access, PowerPoint, Outlook). Experience managing FMLA for the Insurance Industry or a Third Party Administrator is highly desirable.
Position available in Hawthorne, NY

LOA Supervisor
This position trains all new LOA staff in department/company policies/procedures; coordinates the continued development of department processes, procedures and standards; research and develop protocols regarding family leave (federal and state); research developments in law and maintain compliance with processes and procedures as they relate to leaves; assist with the analysis of revenue to overhead and develop strategy for LOA resources in all district offices; and assist in sales presentations regarding LOA.    
Responsibilities:

 

Must have thorough knowledge of and the ability to apply state and federal laws and regulations for leave tracking and eligibility determination.  Must have good analytical skills to research and review case law and apply knowledge and information to unusual case scenarios in order to determine eligibility of complex leave requests.  Must ensure accurate and timely determinations of leave entitlement by Leave Staff.  Maintaining data integrity and company standards in quality and customer service is essential. Adhere to all statutory requirements by jurisdiction..

 

The Leave Supervisor will also be responsible for training and mentoring Leave Coordinators, Leave Coordinator Trainees and Leave Assistants.  The Leave Supervisor will be responsible for revisions/updates to training materials and documentation. This person will have the ability to supervise/coordinate the day- to- day activities of Leave Staff; conduct quarterly audits of the Leave processes to ensure compliance with federal and state regulations as well as company policies and IEB standards. This person works closely with LOA Manager and can be assigned project that impact all offices, such as systems issues or procedural changes.

 

Minimum Qualifications:

College Degree (Human Resource Management) or Human Resource Certification is preferred or equivalent work experience.
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