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Non Exempt

Position #100220

ESSENTIAL FUNCTION
Review and analyze default claim requests received from lenders for reimbursement.  Verify all claims for accuracy, ensuring adherence to Department of Education regulations and OGSLP policies and procedures.  Make appropriate recommendation for disposition (payment or denial).

RESPONSIBILITIES AND DUTIES
· Review due diligence performed by lenders.

· Verify loan status and balances on EAGLE system for accuracy.

· Review promissory notes and other required documents.

· Research loan transaction histories.

· Request additional information from lenders.

· Determine appropriate disposition.

· Calculate payment amounts for claims.

· Communicate with lenders and borrowers regarding inquiries on claims.

· Assist other specialists and clerks with projects as assigned.

· Other similar duties as assigned.

POSITION QUALIFICATIONS
High school diploma or GED required.   Two (2) years post-secondary education or an equivalent combination of post-secondary education and work-related experience (student loan industry experience in an operational or customer service environment) is required.  The candidate must possess good organizational and effective oral and written communication skills.  Must have an excellent ability to analyze and resolve problems and meet weekly deadlines.

Knowledge and understanding of Department of Education regulations as they relate to FFELP, OGSLP and Common Manual policies and procedures preferred.  Must be able to perform a repetitive task for long periods of time, with attention to detail, while simultaneously producing high quality work that meets weekly volume goals.  Good math skills, PC/CRT and ten-key experience required with strong computer skills a plus.

SUPERVISION

The employee performs work under the supervision of the Claims Review Manager.

Interested candidates may submit a cover letter and resume to:

OSRHE, Human Resources, P.O. Box 108850, Oklahoma City, Oklahoma 73101-8850.

Fax #: (405) 225-9230

E-mail: hr@osrhe.edu
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