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Risk Management Analyst

	Department:
	Human Resources	
	Reports To:
	
Human Resources Director
	Division:
	Human Resources	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	Click here to enter text.	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

Under general supervision, the Risk Management Analyst performs a wide variety of technical and administrative duties related to the risk management function for the City of Centennial, including safety, loss prevention, general liability insurance, property and casualty, and workers’ compensation. 

This position conducts training opportunities and delivers presentations to promote awareness and program compliance. Identifies risk exposures; analyzes and evaluates exposures to accidental, legal and regulatory losses through inspections, records, contract reviews, City’s legal staff, and CIRSA. Manages claims processing activities; reviews claims in conjunction with Human Resources Director, City’s legal staff, and CIRSA. Reviews insurance section of City contracts. 

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Establishes and reviews insurance requirements for contracts, special events, and other insurable risks;
Coordinates the activities of the City’s safety program to ensure employee safety and prevent losses; holds safety committee meetings with City departments; updates the City’s safety program manual and loss control standards manual; provides safety information and arranges and/or instructs safety training sessions on a regular basis; conducts safety inspections to ensure compliance with City safety program guidelines;
Investigates minor accidents, preparing reports identifying causes and possible preventive measures; 
Completes property/ casualty and workers’ compensation insurance applications; monitors policy including additional insurance and deductible payments; 
Coordinates claims processing with third party administrators. Gathers information and investigates claims; develops/implements recommendations to prevent similar incidents, and serves as primary contact for claimants and involved departments; 
Assists with workers' compensation claims;
Consults with Human Resources Director and legal counsel to determine proper actions on claims;
Researches, analyzes, and provides statistical data on City claims and losses; 
Performs semi-annual driver’s license checks on all employees required to drive on the job;
Reviews certificates of insurance received from vendors/contractors to ensure compliance with the City's recommended/required insurance coverage and limits;
Maintains the City’s risk management files and documents;
Ensures that the City’s loss control standards are implemented and maintained; 
Compiles a variety of reports and documents relative to program activities; prepares reports of City property damage, preparing requests for insurance reimbursements, restitution or subrogation;
Assists in preparing the proposed risk management budget; monitors expenditures against approved budget; 
Makes recommendations on risk management policies and procedures; 
Assists with development and implementation of risk management goals, objectives and procedures;
Coordinates and conducts loss control management evaluations, physical surveys, loss analyses and training to improve and maintain loss control activities;
Provides direction and services to control and minimize risk;
Evaluates effectiveness of programs and suggests modification to increase effectiveness;
Performs on-site audits of facilities at least semi-annually;
Provides materials such as films and handouts for the promotion of loss prevention practices and safety program training;
Reviews loss reporting information, recommending action to be taken where indicated; composes memos to HR Director, City Manager, and designated City legal staff;
Assists with a variety of HR/Risk Management projects;
Other duties as assigned. 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of the policies, procedures and goals of the City of Centennial and the Human Resources/Risk Management office.
Knowledge of federal, state, and local laws, statutes, and ordinances related to workers' compensation, and Americans with Disabilities Act (ADA).
Knowledge of the theory, principles, practices, and methods of risk management.
Knowledge of safety programs and documentation.
Knowledge of City of Centennial personnel policies and procedures.
Knowledge of materials and equipment used in risk management, including standard office equipment, personal computers, word processing, spreadsheet and electronic mail applications.
Skill in coordinating a municipal employee safety program to ensure employee safety and prevent losses.
Skill in investigating accidents and preparing reports identifying causes and possible preventive measures.
Skill in working effectively with auto, general liability and workers' compensation programs.
Skill in working effectively with third-party insurance administrators.
Skill in implementing and enforcing loss control standards.
Skill in performing special projects.
Skill in the safe and lawful operation of a motor vehicle.
Ability to research, analyze, and provide statistical data on claims and losses for City staff.
Ability to review certificates of insurance received from vendors/contractors to ensure compliance with the City's recommended/required insurance coverage and limits.
Ability to use standard office equipment, computer equipment and software including word processing, data base management, spreadsheet applications and electronic mail.
Ability to maintain risk management files and documents.
Ability to plan, coordinate and conduct employee training programs.
Ability to interpret, understand, and comply with complex statutes, ordinances, regulations, standards, and laws.
Ability to listen well and communicate effectively orally and in writing with various audiences.
Ability to establish and maintain effective working relationships with City employees, City Council, City boards and commissions, other agencies and the general public.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s degree in human resources, industrial safety, safety, or related field plus two to four (2-4) years of related experience in risk management, including workers’ compensation, safety and general liability; or an equivalent combination of education, training, or work experience that produces the knowledge, skills, and abilities to perform the essential duties and responsibilities of the position.

DESIREABLE QUALIFICATIONS

High-level experience using computer software to create tables, graphs and spreadsheets.  Experience creating PowerPoint presentations.  Experience using computer software related to area of assignment.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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