City of Chattanooga, TN

Classification Title:  Director, Risk Management and Insurance


	Department: 
	Human Resources
	Pay Grade:
	27

	Supervision Received From:
	
Director, Human Resources
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
Benefits & Safety and Training Program staff 
	Established:

Revised:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for managing the City's insurance programs for employees and retirees as well as the risk management program and the property insurance program. Work is performed with general direction, working from broad goals and policies.
SERIES LEVEL:

The Director, Risk Management and Insurance is the fourth level of a four level risk/safety series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff are trained; ensuring that employees follow policies and procedures; maintaining a healthy and safe working environment; and, making hiring, termination, and disciplinary recommendations.

· Provides oversight and directs the implementation of a comprehensive City-wide risk management and insurance program, which includes: planning, coordinating, administering, and evaluating programs, projects, strategic planning, processes, procedures, systems, standards, and/or service offerings; ensuring compliance with Federal, State, and Local laws, regulations, codes, and/or standards; coordinating activities between multiple service areas; and, working to integrate and coordinate service areas.

· Facilitates negotiations with a wide variety of insurance companies to ensure the best rates for the City for its insurance programs related to employee and retiree health insurance, property insurance, long-term disability insurance, group life insurance, and voluntary benefits programs.

· Directs and oversees the implementation and maintenance of the job injury program, including decision making on escalated job injury claims.

· Consults with insurance carriers on escalated claims issues on behalf of employees and their dependents; educates employees on plan design regarding non-covered claims.

· Reviews contracts for proper insurance language to ensure the City is properly protected; recommends changes to contracts to transfer risk from the City.

· Researches, analyzes, interprets, and evaluates ordinances, laws, regulations, policies, and procedures.

· Prepares and administers the division budget; prepares cost estimates for budget recommendations; submits justifications for budget items; monitors and controls expenditures.

· Represents the City and/or the Department at a variety of internal and/or external meetings, public events, training sessions, on committees, and/or other related events in order to receive and/or convey information.

· Communicates and collaborates with internal departments, external consultants, vendors, external agencies, regulatory officials, the general public, and/or other interested parties to coordinate work activities, exchange information, and resolve problems.

· Prepares, reviews, interprets, and analyzes a variety of complex and multi-faceted information, data, contracts, forms, schedules, and reports; makes recommendations based on findings.

· Uses, carries, and answers their cell phone for business purposes as determined by the assigned job duties and the department head.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Risk Management or a closely related field preferred, and eight years previous experience and/or training that includes risk management, insurance program oversight, or a related area.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

KNOWLEDGE AND SKILLS:

Knowledge of managerial principles; risk management principles; risk transfer and analysis principles and practices; insurance claims processing procedures; negotiation techniques; budgeting principles; safety and health program principles and practices; applicable Federal, State, and Local laws, ordinances, codes, rules regulations, policies, and procedures; workers’ compensation principles; training and instruction techniques; and, customer service principles. 

Skill in monitoring and evaluating the work of subordinate staff; prioritizing and assigning work; interpreting and applying applicable laws, ordinances, codes, rules regulations, policies, and procedures; developing and facilitating training sessions; facilitating negotiations with insurance companies; negotiating the settlement of claims; developing and monitoring budgets; planning and coordinating risk management programs and plans; estimating damages and adjusting claims; evaluating, auditing, deducing, and assessing data utilizing established criteria; anticipating problems and developing alternative strategies; interpreting a variety of technical information with abstract or concrete variables; performing mathematical calculations; drawing accurate conclusions from financial and numerical material; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N
Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
Director, Risk Management and Insurance

1



