
  

COBRA Processor  
(Full-Time) 

Location: Champaign, IL  
 

COBRA Processor Overview 
 
COBRA Processors enter various data into the processing systems. No prior experience is necessary as we will 
train and equip you with the knowledge you need to master the tasks. Once this position is mastered, there is 
a possibility to advance to the COBRA Specialist position. 
 
At BPC, we are looking for individuals with a can-do mentality. We provide the tools and training, and you 
provide the desire to excel and succeed. We provide support and training to help you advance professionally 
and increase your earning potential. 

 
The COBRA Processor position is an entry level position at BPC. This position requires an individual who can 
enter both numeric and alpha-numeric data accurately, and is willing and able to accept and cope with change 
as duties evolve. The ideal candidate will have a strong work ethic, the ability to work independently and 
efficiently as an individual and in a team environment. A high level of confidentiality is required in this position 
as a support to COBRA Department. Job duties include, but are not limited to: 
 
 Sending out required COBRA/Retirement notices within the required deadlines 

 Posting participant payments 

 Entering participant demographic and benefit election information  

 Following up on returned mail and updating systems 

 Scanning and saving documents on the network 

 Other duties as assigned 

 

Requirements 
 Associates degree is preferred but not required 

 Previous COBRA processing experience preferred but not required 

 Exceptional people skills 

 Accurate and speedy data entry skills 

 Solution oriented focus to drive consistent results 

 A commitment to do what it takes to get the job done 

 Ability to be organized and manage multiple projects at once 

 

Hours 

Monday – Friday 8:30 AM to 5:30 PM 

 

 

Thank you for your interest and good luck! 


