Position Profile
	Position Title
	Technical/Recoveries Officer
Temporary Position until 23 November 2007

	Position Number
	2885

	Position Reports to
	Practice Manager – Litigation Operations

	Direct Reports
	Nil

	Purpose of the Role

	To the maximisation the value of recovery from TAC and negligent third parties, co-ordinate common law peer reviews and other projects.

	Primary Responsibilities & Accountabilities


	1. Review claim files data to identify recoveries for S137(5A) and negligent third parties.

2. Provide proactive management of agent relationships to ensure timely and efficient provision of claim documents for review, gathering critical evidence and information to determine recovery potential.

3. Accountable for the monthly submission of electronic reimbursement requests together with the monthly provision of required claims and relevant supporting documentation for admissions of TAC liability. 

4. Provide support in the implementation of the recovery management reporting systems and processes.

5. Provide support in the development of internal and external procedures.

6. Audit Agent claim files to ensure compliance with recovery procedures and training material together with undertaking on site face to face remedial training and where appropriate recommending corrective action.

7. Liaison with internal and external actuaries in the provision and production of statistical data and supporting assumptions to substantiate increased actuarial valuations.

8. Liaising with Victoria Police to develop strategies in respect of obtaining copies of archived police reports and issues surrounding reporting of incidents.

9. Assisting Agents and panel firms in identification of Section 137(5A) Recoveries potential and training them where required.
10. Identification of Section 138 Recovery and Dual Insurance potential in the course of Review of Section 137(5A) potential.
11. Advise Senior Management as required of strategic, operational and actuarial impacts, identify risk, opportunities, trends, recommend and implement strategies to proactively manage these issues.
12. Banking of Section 137(5A) recovery cheques received from TAC.  

13. Project management of Common Law Peer Review process, developing, monitoring and reporting on project outcomes.
14. Identifying, developing and setting up of Health Checks for New Common Law process including monitoring and reporting.
15. Onsite review of files as part of Health Check, recording compliances and non compliances, reporting and monitoring of outcomes.

16. Data Integrity and management of Exception reporting across the Division.  This includes developing reports, monitoring and reporting of data integrity.
17. Management of projects as required
18. Negotiation of eligibility of claims with TAC


	Key Relationships
	Transport Accident Commission

Litigation Management Team

Dispute Management Division

Rehabilitation and Compensation Business Unit

Legal Panel firms

Plaintiff firms

Authorised Claims Agents

Costs Consultants
Employers and Workers

Victoria Police

WorkSafe

 

	Competencies & Behaviours

	1. Understands and evaluates several sets of data

2. Checks and clarifies stakeholders understanding of relevant policies and procedures
3. Actively seeks out input by encouraging contributions and provides constructive feedback
4. Takes a personal responsibility for ensuring issues are followed through and resolved promptly

5. Uses established procedures and identified anomalies and corrects where possible
6. Adapts behaviours and activities to get a job done and meet VWA outcomes
7. Seeks to improve achievement or efficiency of work

8. Gathers key information to diagnose a problem or understand an anomaly

9. Thinks through priorities and uses priorities to manage use of time and energy
10. Willingness to become an effective and efficient team member



	Essential Skills, Education levels & Experience

	1. Knowledge of the Accident Compensation Act 1985 and the Transport Accident Act 1986

2. Claims management experience and the ability to identify recovery potential and risk

3. Ability to define strategies and target areas of improvement in maximising recovery

4. Good standard of written, verbal communication and presentation skills with the ability to provide briefs, papers and reports
5. Strong interpersonal and negotiations skills with ability in liaising with staff, management, claimants, insurers and employers

6. Proven analytical, conceptual, planning, decision making and problem solving skills, particularly in relation to statistical analysis

7. Demonstrated ability to work effectively in a team environment, under pressure and to stringent deadlines while efficiently managing workloads

8. Effective stakeholder management skills in liaising with stakeholders

9. Knowledge of ACCtion and Microsoft applications with a demonstrated ability to improve systems knowledge 
10. Demonstrated capability in developing reporting requirements and monitoring strategies
11.  Demonstrated project management skills



