JOB ANNOUNCEMENT
Wage Claim Specialist (Admin Asst 4)
AGENCY:

Indiana Department of Labor
JOB POSTING ID:
574857
APPLY BEFORE:
August 1, 2011

LOCATION:

Indianapolis
HIRE SALARY:
$26,286
TO APPLY:

http://www.in.gov/spd/2333.htm 
JOB DESCRIPTION

Incumbent works as a professional staff assistant within the Wage and Hour Division of the Indiana Department of Labor.  The incumbent provides administrative support directly to the Division Director of Wage and Hour and Bureau of Child Labor.  This position is an integral part of the Wage and Hour Division of the agency, in that, the Wage and Hour Division administers and enforces Indiana’s Wage Payment Statutes, Minimum Wage Law, Common Construction Wage Law and Child Labor Laws. 

RESPONSIBILITIES
•  Receive all Wage Investigation initial complaints, verify accuracy of information and open investigations as per established guidelines; 

•  Provide customer service to walk-in clients regarding the Wage Investigation process and/or wage-related issues; 

•  Issue correspondence to businesses and employees pertaining to all phases of the Wage Investigation process; 

•  Manage the Wage Investigation Database and track all stages of investigations; 

•  Provide weekly and monthly metrics on the status of investigations to the Division Director; 

•  Manage and direct outgoing and incoming correspondence, schedule requests and phone inquiries appropriately; 

•  Maintain and update the database and all necessary files for the Bureau of Child Labor and completed inspections; 

•  Update Division Director on Bureau of Child Labor inspection reports and their progress; 

•  Complete accurate and timely records and reports related to travel, work schedule and work activities. 

•  Assist school contacts with questions or issues regarding the electronic work permit system; 

•  Provide back up assistance to the Customer Service Specialist as needed; 

•  Complete other duties, special projects and training as assigned. 

PREFERRED EXPERIENCE
•  Baccalaureate degree preferred but not required; Project coordination or professional administrative experience can substitute year-for-year for higher education; 

•  Work experience in a financial field (i.e. Banking, Accounts Payable, Accounts Receivable, Tax Preparation, Loan Processing, etc.) preferred; 

•  Excellent verbal communication skills; ability to speak in a professional and concise manner; 

•  Ability to diffuse difficult customer situations; 

•  Ability to maintain working cooperative relationships; 

•  Ability to manage multiple projects and/or inquiries and adapt responsibilities accordingly; 

•  Demonstrated initiative to improve current processes and procedures in agency customer service; 

•  Knowledge of Indiana’s Wage Payment Statutes, Minimum Wage & Overtime Law, Common Construction Wage and Child Labor Laws as well as agency functions, operations and purpose; 

•  Working knowledge of research techniques and report composition; 

•  Ability to interpret and apply federal and state laws, policies, procedures, regulations, rules, etc. 

