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Business Title:  Claims Assistant  
Work Location:  New York, NY 
Work Unit:   Claims Unit 
 
 

The New York Black Car Operators’ Injury Compensation Fund or “The Black Car Fund” is 

a self-insured self-administered workers‘ compensation fund for black car and limousine 

drivers in New York State.  The Fund is mandated under New York State Law and our 

office is located in downtown Manhattan.   

We are currently seeking an energetic, personable, articulate, quick study, highly responsible, 
customer service friendly individual to join our team as a Claims Assistant.  
 
The selected candidate will be required to perform the following responsibilities as a vital member 
of our Claims Team: 
 
 

 Answer the Claims Support phone line and respond to general and some specific inquiries 
concerning Claims matters, including pre-screening potential new claimants. 

 Set up files for new claims that consist of interviewing claimants and gathering accident 
information, obtaining documents, faxing and scanning documents, etc. 

 Assist Claims Adjuster with managing active claims by following up on phone calls, filing forms 
electronically and by postal mail with the state’s Workers’ Compensation Board (WCB) timely, 
managing bills, document management such as filing, identifying and recommending closing 
stale cases, and any other areas where an adjuster requires assistance in managing their 
claims. 

 Candidate must be willing to participate in education and training session provided by the 
company in order to enhance knowledge and skills as a member of the organization. 

 
Education and Training: 
 

 Candidate must be willing to actively participate in training and education related to the position 
and well as core values when provided by company.  

 
Qualifications 
 

 High School Diploma 

 Some experience as an assistant is preferred 
 
Required Skills 
 

 Very good customer service skills 

 Strong communication skills 

 Proficient in the use of Windows operating system and Microsoft Office software such as, MS 
Word. 

 Must be well organized 

 Ability to multitask and consistently meet deadlines 

 Adaptable to change 

 Ability to work well with a team and independently 

 Ability to set and prioritize daily tasks independently 
 
 
 
 



Benefits 
 

 Healthcare 

 Dental 

 Vision 

 401k 

 Life Insurance 

 Paid Holidays, Vacation, Personal and Sick days 
 
Apply: 
 
Submit resume and cover letter by email to jobs@nybcf.org and indicate Claims Assistant in 

Subject Line. 
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