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JOB POSTING
Legal Department Assistant
$47,000 - $56,000

Summary /Overview

This non-exempt position will report to the Legal Compliance Manager. The Legal Department Assistant
performs complex clerical duties supporting the Appeals and Grievances and Individual Exemptions unit within
the Legal Department.

Our Mission: To increase the number of insured residents, improve health care quality, lower costs and
reduce health disparities through an innovative, competitive marketplace that empowers consumers to choose
the health plan and providers that give them the best value.

Essential Duties and Responsibilities

Reviews incoming correspondence and marks it for follow-up

Initiates communications both internally and externally to verify information and complete transactions.
Organizes and maintains a departmental filing system.

Prepares correspondence, including document drafting and editing.

Responds to internal and external inquiries for information and assistance.

Creates and maintains status reports.

Documentation and tracking of appeals and exemptions in database(s).

Assists with template creation.

Prioritize and coordinate reviews and hearings.

Completes specified transactions as guided by departmental supervisor.

Screens applications, letters, memaos, reports, and other materials to determine action required.
Ensures well-maintained document and work organizing system to facilitate easy use and reference by
office staff.

Develop and manage relationships with partners and customers to ensure a high level of customer
satisfaction.

Supports legal staff as needed.

Competencies:
To perform the job successfully, an individual should demonstrate the following competencies:

Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes
information skillfully.

Interpersonal Skills - Focuses on solving conflict, not blaming; maintains confidentiality.

Oral Communication - Listens and gets clarification; responds well to questions.

Written Communication - Writes clearly and informatively; edits work for spelling and grammar; varies
writing style to meet needs; able to read and interpret written information.
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Teamwork - Balances team and individual responsibilities; contributes to building a positive team spirit.
Professionalism - Accepts responsibility for own actions; follows through on commitments.

Quality - Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality.
Attendance/Punctuality - Is consistently at work and on time.

Dependability - Follows instructions, responds to management direction; commits to additional work
hours when necessary to reach goals.

Qualifications: the requirements listed below are representative of the knowledge, skill, and/or ability
required.
e Associates Degree or equivalent administrative work experience
Skilled in the use of Microsoft Word, Excel, and PowerPoint
Ability to work in a fast-paced, team-oriented environment
Ability to process a large volume of work involving time sensitive matters
Ability to meet deadlines
Organizational and analytical skills with ability to organize workflow
Ability to coordinate data from various sources in an efficient and accurate manner.
Attention to detail and ability to edit work

Physical Demands: the physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit, hear, use hands to type data,
and utilize a phone or other electronic communication devices. This employee may occasionally have to
operate business machines. Specific vision abilities required in this job include close vision and the ability to
adjust focus.

Work Environment: the noise level in the work environment is usually low. Requires fast-paced deadlines and
has a high stress at times. Presentations to the Board of Directors are required. Minimal travel.

Access Health CT is an EEO and Affirmative Action Employer

Please send your resume with a cover letter to: HRinbox.CTHIX@ct.gov
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