ESSENTIAL FUNCTIONS OF INVESTIGATOR 
As posted, this position requires an individual to have the education, training and experience in one or more of the following areas:  private investigations, law enforcement investigations, insurance claims investigations, insurance claims adjusting in relation to settlement of property damage and personal injury claims, paralegal or legal assistance.  
INVESTIGATIVE FUNCTIONS:  
· First point of contact for new clients.
· Intake of information, determine and begin investigations.

· Establishing new claims with insurance companies.
· Facilitating settlement of property damage and/or personal injury claims.
· Daily communication with clients and insurance adjusters. 
· Interview, write, and record statements from clients and witnesses.
· Photographing scenes, clients’ injuries, vehicle and other property damage.
· Identifying all types of records, reports, bills, and other information to be ordered for start-up and maintenance all files.
GENERAL OFFICE FUNCTIONS:
· Calendaring, organizing, and prioritizing work load.

· Input and calendaring of all work in files to Case Management system.
· Works under the direction of attorneys.
EXPERIENCE PREFERRED
· Insurance claims adjusting in areas of property damage, personal injury, worker’s compensation.
· Law office investigations or paralegal in practice areas of personal injury, worker’s compensation, medical malpractice.
REQUIRED SKILLS, ABILITIES AND CHARACTERISTICS:

· Excellent written and oral communication.
· Research in print and on-line.
· Computer proficiency in MS Word, Excel, and general office equipment.
· Active listening, personable, honest and empathetic.
· Self-motivated, energetic and result-oriented.
· Negotiation and conflict resolution.
IDEAL EDUCATIONAL BACKGROUND 

· College or technical school.
· Paralegal or Legal Assistant certification.
· Insurance industry training or certification in claims adjusting, property damage, personal injury, worker’s compensation or other related areas.  

