POSITION:	Claims Clerk, GS-0998-05 (OA)  (0998-05)


 


0  1  2  3  4	1.	Possess a knowledge of medical terminology.


0  1  2  3  4	2.	Possess a knowledge of basic anatomy and physiology.


0  1  2  3  4	3.	Process claims for medical services rendered to active duty Army 


		personnel and Army Reserves on active duty treated in civilian 


		medical facilities.


0  1  2  3  4	4.	Determine when care is authorized and payable using U. S. Army 


		funds.


0  1  2  3  4	5.	Process for prior authorization for medical or dental care for Army 


		personnel assigned where no medical treatment facilities exist.


0  1  2  3  4	6.	Prepare vouchers and certify funds electronically for payment to 


		civilian sources of medical care and/or reimbursement of funds to 


		Army member using STANFINS system.


0  1  2  3  4	7.	Coordinate with other hospital personnel as appropriate.


0  1  2  3  4	8.	Prepare notification to service member and source of care when 


		payment of care from Army funds is not authorized.


0  1  2  3  4	9.	Forward claims to other approving authorities when necessary.


0  1  2  3  4	10.	Maintain workload statistics and submits reports as required.


0  1  2  3  4	11.	Type a variety correspondence.


0  1  2  3  4	12.	Perform filing as required.


0  1  2  3  4	13.	Monitor suspense actions and follow ups.


0  1  2  3  4	14.	Requisition and maintain blank forms, publications, and supplies.


0  1  2  3  4	15.	Skilled in using various computer software such as Dbase IV, Word 


		Perfect 6.0, etc.














