
Premier Medical Group

Job Title: Medical Legal Case Handler
Loca�on: Durham
Hours: Full-Time

The key purpose of the Medical Legal Case Handler role is to proac�vely manage a por�olio of cases 
through their full life-cycle within given service level standards; to acquire the right medical informa�on 
from the appropriate expert in line with internal deadlines.

At Premier Medical we are commi�ed to pu�ng clients at the heart of everything we do, whilst retaining 
and improving our conversion levels and delivering excellent service to our customers.

Our employees are trained to take full ownership of their cases from start to finish, therefore establishing 
a good working rela�onship both internally and externally.

Responsibili�es:

- Establish good rela�onships with all stakeholders to enable a �mely and succesful conclusion on   
all aspects of the case(s).

- Manage a por�olio of cases with appropriate interven�ons.

- Liaise with the client, the instruc�ng party, the expert and the medical-record providers as neces-
sary to balance demands and ensure the case is managed within required service levels.

- Manage the client and instruc�ng par�es’ expecta�ons, ensuring any unresolvable or challenging 
cases are escalated to senior colleagues.

- Process all instruc�ons from the instruc�ng party giving par�cular a�en�on to �me constraints 
and any special instruc�ons.

- Liaise with the client to ensure their ac�ve par�cipa�on (par�cularly in regards to acquisi�on of 
the LOA and a�endance at the appointment).

- Arrange a suitable appointment �me and loca�on for each client with the appropriate medical 
expert, taking appropriate steps to ensure appointments are a�ended.

- Obtain valid authority from the client to enable you to request their medical records.

- Request and verify appropriate medical records from each provider.

- Dispatch so�-copy records.

- Liaise with others in the business to acquire, store and dispatch hard-copy records.
 Employ the op�mum means of communica�on to achieve the required outcome.



- Employ the op�mum means of communica�on to achieve the required outcome.

- Ensure communica�on is clear, concise and appropriate to the audience.

- Dra� correspondence as appropriate ensuring good levels of comprehension, grammar and spell-
ing.

- Ensure the report is comprehensively checked to iden�fy issues which fail to meet the required 
standard.

- Secure a quality, court-ready report in a �mely fashion, ensuring the report meets the specific 
requirements of the instruc�on.

- Be mindful of costs incurred (expert costs, DNA fees, high or addi�onal fees etc.) keeping such 
costs to a minimum and ensure agreement is secured for the recovery of our invoices.

- Maintain a record of the case history, ensuring that all notes and ac�ons taken are recorded on the 
case management so�ware.

- Support others in the management of their cases.

We encourage our employees to demonstrate a posi�ve, can-do a�tude and to take ownership of 
personal development and progression.

Training:

Ini�ally you will be office based and receive socially distanced one to one training in our spacious board-
room, where you will be introduced gradually to the different aspects of the Medico Legal Case Handler 
role. There may also be the opportunity to partly work from home once the training period is completed 
successfully (length of training period dependent on experience and skill).

Employee Benefits:

We offer an unrivalled benefits package including increased holidays, flexible working arrangements, 
enhanced maternity and paternity, Simply Health benefits, 5% employer matched pension, up to 35 days 
paid holiday (inc bank holidays and subject to length of service increments) and much more.

If you would like the opportunity to be part of our market leading organisa�on, please email your CV to 
hr@premiermedical.co.uk.

COVID-19 Considera�ons:

We are commi�ed to the health and safety of our employees and measures have been put in place to 
help with the preven�on of COVID-19 such as hand sani�ser sta�ons, social distancing measures, reduc-
�on of staff on site, PPE and virtual mee�ngs. 


