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EMPLOYMENT

OPPORTUNITY
Insurance Assistance Coordinator
The Center’s Insurance Assistant Program (IAP) helps offset clients’ out of pocket expense by paying for health insurance premiums and medication copays. Individuals participating in the IAP must meet certain income and situational qualifications. The IAP – Coordinator works in close coordination with the IAP – Clerical Assistant to achieve the program goals.
Job Duties: The main responsibility for this position is to interact with program clients and insurance companies as needed to ensure program enrollment, eligibility, and timely receipt of invoices. The position requires strong customer service skills, considerable record keeping, and exacting attention to detail. Must enjoy fast-paced work environment, adjust readily to change and work cooperatively with others from diverse backgrounds.
Minimum Requirements:

· Customer service and/or accounts payable experience preferred.
· Previous experience in health insurance industry preferred.
· Solid knowledge of Microsoft Office applications.

· Must be detailed oriented and able to meet deadlines.
· Must be able to work well with a diverse group of people.

Hours: Monday – Friday with some flexibility allowed. This is a full-time position and does include benefits.

Access to reliable transportation and valid DL required. Must be able to pass a background check.

Position reports to Ryan White Program Manager 

Position open until filled.

Send resume, cover letter and application to jobs@myresourcecenter.org 

