	Job Title
Compliance Specialist

	Grade
16

	Security Level


	Reports To
Compliance Officer


	Dimensions
Contacts:  Internal departments


   BCBS Licensees


   BCBSA


   Law Enforcement Agencies (federal, state, local)


   Affiliate Companies


   Regulators




Primary Objective of Position
This position is responsible for Corporate-wide coordination and administration of compliance, fraud and audit related activities.  These activities include research and investigative procedures, acting as the liaison between external/internal entities, coordinating contracting functions, researching and implementing federal and state regulatory requirements, and implementing and maintaining privacy and security initiatives.  This job demands the highest level of confidentiality.

Essential Functions
1. Policies and Procedures

a. Create policies and procedures as needed to support the company,

   governmental, legal and legislative initiatives

b. Implement policies and procedures

c. Support the maintenance of appropriate polices and procedures

d. Assist in the monitoring of the policies and procedures

2. Training

a. Develop appropriate Corporate-wide training programs, including 

   programs for new employee orientation, compliance, internal control

   issues, anti-fraud, and other programs as necessary

b. Coordinate and conduct training sessions

c. Maintain rosters and materials from all training sessions

c. Continue to evaluate the appropriateness of the ongoing training

   programs and update as necessary

3. Strive to

a. Be vigilant in awareness and research of ever changing legislative,

   legal and compliance issues affecting the company

b. Support the necessary tasks to accomplish the implementation of

   legislative, legal or compliance requirements

c. Support the various reporting mechanisms, including the hotline and

   post office box

d. Guard the integrity of the Code of Conduct and the Corporate

   Values

4. Fraud Committee

a. Maintain agendas, minutes and documents relating to activities

   performed by the companys Fraud Committee

b. Support the fraud reporting mechanisms including the hotline and

   post office box

c. Follow up on reports of possible fraud and assist in the development

   of fraud cases

d. Be cognizant of trends of fraud within the insurance industry,

   including, but not limited to other Blue plans

5. Record keeping

a. Maintain rosters and materials from training sessions

b. Maintain records to support the provisions of the Code of Conduct

c. Maintain other records as necessary

6. Assist with the coordination, implementation and monitoring of

   Noridian initiatives

a. Participate in corporate or divisional initiatives as needed

b. Support the ongoing monitoring of implemented initiatives

7. Provide support for:

a. Compliance Officer

b. The company subsidiaries and affiliates

c. SSO and Internal Audit as necessary

d. Other company divisions or functions as deemed appropriate

8. Develop and maintain a central repository for Corporate-wide

   compliance and code of conduct requirements for:

a. Compliance policies & procedures

b. Internal Controls

c. Forms (paper & electronic) and other documentation for disclosure

   of Conflict of Interest

d. Other records related to Compliance and Code of Conduct

Knowledge
General knowledge of the insurance industry;

General knowledge of federal and state regulatory practices;

General office procedures;

General knowledge of computer applications: Microsoft Office Suite,

other.

General knowledge of law enforcement practices.

Abilities/Skills
Analytical skills;

Effective communication skills both written and verbal;

Time management skills;

Ability to handle multiple tasks simultaneously;

Research and investigative skills;

Organization and prioritization skills;

Editorial skills for policy and procedure reviews;

Ability for minimal travel.

Education/Experience
Minimum of four year degree with a legal, or information

system emphasis and/or relevant experience.

Segregation of Duties
Every employee is responsible to perform their duties and 

responsibilities in accordance with company policies and procedures,

including but not limited to, Segregation of Duties Principles, HIPAA 

Security and Privacy, CMS requirements, the company Compliance Program,

and any other applicable laws, rules and regulations.

1. Cognitive or Mental Requirements
Does the job require any of the following on a daily basis? (Check as applicable)
	 Yes 
	Reading

	 Yes 
	Writing

	        
	Simple Arithmetic

	        
	Mathematics

	        
	Weighing and/or Measuring

	 Yes 
	Analyzing Data or Report Information

	 Yes 
	Creating Methodologies for Accomplishing a Goal

	 Yes 
	Conducting Research

	 Yes 
	Directing Activities of Others to Accomplish a Goal 

	 Yes 
	Drawing Conclusions From Written or Computer Generated Materials

	 Yes 
	Implementing Recommendations by Coordinating Persons and/or Other Resources

	 Yes 
	Developing Plans, Procedures, Goals Strategies or Processors Based on Data Analysis of Experience


2. Physical Requirements
A. Do the major activities of the job include any of the following: (Check and quantify as applicable)
	 Yes 
	Use of Keyboard and/or Computer
	  Hours/Day
	 variable 

	 Yes 
	Other Electronic Equipment
	  Hours/Day
	 variable 

	
	(Specify)

	
	fax machine, copier, printer

	 Yes 
	Use of Telephone
	  Hours/Day
	 variable 

	        
	Use of Tools
	  Hours/Day
	              

	 Yes 
	Working Under Time Pressure
	  Hours/Day
	 variable 

	        
	Working Rapidly for Long Periods
	  Hours/Day
	              


B. Do the major activities of the job include any of the following: (check and quantify as applicable)
	 Yes 
	Sitting
	  Hours/Day
	 variable 

	        
	Standing
	  Hours/Day 
	              


	        
	While standing must you support any weight (e.g., use a heavy tool )? If so, How much weight must you support and for how long?

	        
	


	 Yes 
	Walking
	  Hours/Day
	 variable 

	        
	Stooping
	  Hours/Day
	              

	        
	Kneeling
	  Hours/Day
	              


	        
	Climbing
	

	
	How High on Ladders?
	              
	

	
	How High on Inclines?
	              
	

	
	How High on Stairs?
	              
	


	        
	Lifting
	
	

	
	  How Much Weight? 
	              

	
	
	        
	Waist High?

	
	
	        
	Shoulder High?

	
	
	        
	Above Head?

	
	How Often: Times/Day 
	              

	
	How Often: Times/Week 
	              


	        
	Carrying

	
	How Much Weight Alone?
	              

	
	How Much Weight With Someone Else?
	              

	
	How Often: Times/Day 
	              


	        
	Reaching
	  How High or Low?
	              

	        
	Pushing
	  How Much Weight?
	              

	        
	Pulling
	  How Much Weight?
	              


C. Does the job require any of the following? (check as applicable)
	 Yes 
	Finger Dexterity

	        
	Close Work


D. What types of surface are the major activities of the job performed on? (Check as applicable) 
	 Yes 
	Level Surface

	        
	Sloping Surface

	        
	Uneven Surface

	        
	Slippery Surface

	        
	Unstable Surface

	        
	Other

	
	(Specify)

	
	


E. Are there any other physical tasks that must be performed even though they are not essential job activities. (e.g., even if the job does not regularly require lifting, carrying, or keyboard or telephone usage during daily activities, does the job require doing some occasionally or in an emergency?)
F. Are there any specific physical requirements for this job? If so, what are they?
3. Working Environment
A. Where are the major activities of the job carried out ? (Check as applicable)
	
	Under 50%
	Over 50%

	Location
	of Day
	of Day

	Indoors
	        
	 Yes 

	Outdoors
	        
	        

	Underground
	        
	        

	At a Desk or Bench
	        
	 Yes 

	In a Car or Truck
	        
	        

	In an Office or Control Room
	        
	 Yes 


B. What working conditions beyond normal office environment? 
	        
	Extreme Heat

	        
	Extreme Cold

	        
	Dust

	        
	Fumes

	        
	Chemicals

	        
	Cramped Area

	        
	Dampness

	        
	Vibrations

	        
	Noise

	        
	Other

	
	(Specify)

	
	


C. Are there any hazards involved in this job? If so, what are they?
