
100 FSS/FSMC 
LOCAL NATIONAL DIRECT HIRE (LNDH) 

Unit 4702, RAF Mildenhall, IP28 8NF 
                              
 
Title:     Contact Representative                             RPA____835913 
  
Series, Grade, Vacancy Number:  S-0962-07   423 MDS VA16 RPA 835913 
Location:    RAF Alconbury 
Wage:          £10.82 
Hours:    37.5 hours per week  
Duration:    Permanent  
Date Posted:   24 November 2016    
Closing Date:   17 December 2016  
 
Description.  The incumbent will be required to provide specialized assistance, counseling, and individualized guidance 
concerning the Uniformed Services Health Benefits Program (USHBP) including the TRICARE managed health care program.  In 
addition, provides individual counseling and assistance concerning beneficiary problems and related benefits that may be available 
under other programs such as Veterans Administration (VA), Medicare, Medicaid, Federal Employee’s Health Benefits Program 
(FEHBP), group insurance programs, local public programs, and/or private insurance. Serves as the point of contact on matters 
relating to health benefits programs available to eligible beneficiaries.   Provides information and assistance based upon personal, 
written, or telephone inquiries concerning both inpatient and outpatient medical care under the USHBP and medical care from 
civilian sources under the TRICARE program.  Researches appropriate regulations and interprets pertinent information for eligible 
individuals.  Explains the order of priority of entitlement to benefits from other sources such as VA, dental programs, Medicare, 
Medicaid, FEHBP, and insurance through employment and/or private insurance.  Researches problems in the claims process by 
telephone or other methods.  Advises beneficiaries of appeal rights under DoD regulations.  Provides guidance concerning 
requirements for pre-authorizations, non-availability statements, and referrals.  Ascertains appeal information and issues from 
medical documentation, billings, and fiscal intermediaries’ explanation of benefits.  Resolves complaints of nonpayment or 
incorrect payment by TRICARE fiscal intermediary to beneficiaries and civilian health care providers. Informs and educates 
beneficiaries regarding health care benefits.   Provides benefit briefings to eligible beneficiaries at various installation functions 
such as military retirement briefings, newcomer’s briefings, commander’s calls, and spouse orientations.   
 
Applicants must provide detailed work experience as it relates to the required competencies listed below, as this will 
be used to determine your qualification for this position. 
 
1.  Knowledge of standardized principles, practices, and applied techniques of various health care programs. 
2.  Knowledge of claims processing procedures and processes for resolving disputed claims. 
3.  Knowledge of medical terminology and medical records sufficient to evaluate the extent of customer’s knowledge of options and 
choices open to them. 
4.  Ability to use and maintain a high degree of empathy, tact, and diplomacy when advising customers and dealing with sensitive patient 
issues. 
4.  Ability to communicate effectively, both orally and in writing. 
 
OTHER SIGNIFICANT FACTORS:    
May be occasionally required to travel away from normal duty station. 
The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays. 
Incumbent will be required to observe US Federal Holidays in lieu of UK Public Holidays. 
 
WHO CAN APPLY: Citizens of the UK, Nationals of European Community (EC) Countries, and Commonwealth Citizens, other 
Foreign Nationals, and Stateless persons provided no restrictions have been imposed as a condition of continued residency in the 
UK.  Proof of identification in the form of a photo ID will be required, for example a Driving license or current passport. All 
successful applicants will require a security clearance.  Please note Pre-appointment Security Clearance requirements may delay 
start date. 
 
HOW TO APPLY:  Interested candidates must complete a RAF Mildenhall, LNDH Employment Application obtainable from the 
Civilian Personnel Webpage:  www.mildenhall.af.mil/info/100th-force-support-squadron/civilain-personnel  and following the 
instructions on the webpage, Current vacancies for non-US.  Applicants will need to submit necessary documents with the 
application form to demonstrate that they are able to work in the United Kingdom.  Incomplete application packages will 
not be considered.   All applications, with relevant attachments and/or CV/Resume can be submitted via email to the email listed 
on the last page of the application form or mailed to 100 FSS/FSMC (LNDH), Unit 4702, RAF Mildenhall, Suffolk IP28 8NF. 
   

Please ensure to include the Title, Series, Grade, Location, and Vacancy Number on the top of the application and in the 
subject line of any email correspondence. 

 
Benefits include paid annual and sick leave and opportunity to join Group Stakeholder Pension Scheme.  For additional 
information contact the LNDH team on 01638 544955. 

 
EQUAL OPPORTUNITY EMPLOYER: There will be no discrimination in employment practices based on gender, age, marital 
status, disability, race, nationality, religion or beliefs, sexual orientation, being or not being a member of a trade union. 
 

http://www.mildenhall.af.mil/info/100th-force-support-squadron/civilain-personnel

