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RISK MANAGER

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are not intended to reflect all duties performed within the job.

SUMMARY DESCRIPTION

Under direction, oversees and coordinates risk management activities related to safety and liability within
the Human Resources division; implements program goals and objectives; and performs a variety of
administrative and professional tasks in support of assigned area of responsibility.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or
may be required to perform additional or different duties from those set forth below to address business needs and
changing business practices.

1.

10.

11.

12.

Oversee and coordinate risk management activities within the Human Resources division
including safety and liability programs.

Recommend and assist in the implementation of goals and objectives; establish schedules and
methods for providing risk management services; implement policies and procedures.

Monitor program performance; recommend and implement modifications to systems and
procedures.

Oversee and coordinate liability program activities; coordinate investigative efforts; investigate
employee claims, statements, photos and records; attend settlement hearings.

Oversee and coordinate safety program activities; ensure compliance with Cal-OSHA and related
regulations; conduct safety audits; respond to complaints of safety hazards; conduct safety
training.

Administer liability insurance program; review insurance endorsements, documents and
agreements for terms and conditions; process insurance requests.

Procure property and casualty insurance for the City and users of City facilities.

Coordinate medical examinations for City employees; coordinate the administration of drug and
alcohol testing for applicable City positions.

Administer employee assistance programs; process PERS retirement applications; develop
programs to address work place violence and other employee needs.

Assist with and coordinate City compliance with the Americans with Disabilities Act (ADA).

Maintain records and develop reports concerning new or ongoing risk management programs and
program effectiveness; prepare statistical reports as required.

Monitor program compliance with laws, rules and regulations related to provision of risk
management and related services.
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13. Participate in the selection of workers’ compensation staff; develop effective training programs;
provide or coordinate staff training; work with employees to correct deficiencies; implement
discipline procedures.

14. Maintain awareness of new developments in the field of risk management; incorporate new
developments as appropriate into programs.

15. Attend and participate in professional group meetings as required.

16. Perform related duties as required.

QUALIFICATIONS
The following generally describes the knowledge and ability required to enter the job and/or be learned within a
short period of time in order to successfully perform the assigned duties.

Knowledge of:

Basic operations, services and activities of a comprehensive risk management program.

Principles and practices of safety and liability program development and implementation.

Principles and practices of employee assistance program development and implementation.

Recent developments, current literature and information related to risk management administration.

Principles of supervision, training and performance evaluation.

Methods and techniques of developing self-insurance programs.

Office procedures, methods, and equipment including computers and applicable software
applications.

Principles and procedures of record keeping.

Principles of basic report preparation.

Pertinent federal, state and local laws, codes and safety regulations.

Ability to:

Coordinate and direct risk management activities including safety and liability programs.
Supervise, organize and review the work of lower level staff.

Recommend and implement goals and objectives for providing risk management activities.
Interpret and explain risk management policies and procedures.

Conduct safety audits and ensure program compliance with applicable rules and regulations.
Review and approve a variety of insurance and liability claims.

Maintain accurate and complete records of risk management activities.

Operate office equipment including computers and supporting software applications.

Adapt to changing technologies and learn functionality of new equipment and systems.
Prepare clear and concise reports.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely
provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities
would be:

Education/Training:

Equivalent to a Bachelor’s degree from an accredited college or university with major course
work in public administration, risk management or a related field

Experience:
Four years of increasingly responsible risk management or insurance experience including
one year of administrative responsibility.
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License or Certificate:
Possession of, or ability to obtain, an appropriate, valid driver’s license.

Associate in Risk Management (ARM) or Chartered Property/Casualty Underwriter (CPCU)
designation is desirable.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT
The conditions herein are representative of those that must be met by an employee to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to

perform the essential job functions.

Environment: Standard office setting with some travel from site to site.
Physical: Sufficient physical ability to work in an office setting and operate office equipment.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer
screens and printed documents.

Hearing: Hear in the normal audio range with or without correction.
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