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Analyzes cost and effectiveness of insurance/self insurance programs; evaluates vendor 
performance and third party claims administrators 
 
Assures for the proper transference of risk through contracts, protecting the Office in 
contracts and providing technical assistance in evaluating proposed contracts 
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Telephone techniques and etiquette 
 
Correct English usage including grammar, punctuation, spelling, and sentence structure 

 
Ability to: 
 




