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Cl ass Definition

Under direction, assists with the adm nistration of the managenment/
i nsurance function of the Conm ssion. Wbrking in the Departnent of
Adm ni stration, assists in the adm nistration of a conprehensive

ri sk managenent programthrough the identification and control of
ri sks inherent in Comm ssion operations. Performs other related
duties as assigned.

Exanpl es of |nportant Duties

1. May represent the Conm ssion or serve as a panel nenber for the
sel f-insurance fund.

2. Recomrends goal s and obj ectives for risk managenent function.
Sets standards. Devel ops policies and procedures. Coordi nates
activities with other Conmm ssion units and governnent agenci es.

3. Pl ans, schedul es, and assigns work. Evaluates work and
counsel s staff on ways to inprove performance. Assists in
selection and training of staff. Initiates disciplinary

action. Approves tine cards and | eave requests.

4. Est abl i shes gui delines and revi ews Comm ssion policies,
procedures, prograns and facilities. Meets with Executive
Di rector, departnent heads, nmnagers, attorneys, and other
experts. Analyzes statistical and financial data (e.g., accident
reports, insurance clains, litigation costs). Conducts speci al
studi es of Conm ssion units. Identifies type, degree and
probability of risks which naturally arise from Conm ssion
operations (e.g., accidents, injuries, property damge, theft,
legal liability). Wites reports.

5. Performs inspection of facilities, work sites, or equipnent when

necessary to devel op strategies to control risk (e.g., elimnate
vs. reduce, assunme vs. transfer). Analyzes cost/benefit of
strategies. Determ nes acceptable |evel of risk. Develops or
participates in the devel opnment of prograns (e.g., safety,

I nsurance, contracting) to mnimze or elimnate risk within
resources avail able. Recommends type and | evel of insurance
coverage (e.g., auto, property). Reviews facility plans,

equi pnment specifications, and contract provisions to mnimze risk

to the Conm ssion and conply with state and federal standards.
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Exanpl es of Inportant Duties (Continued)

6. Assists in drafting specification for property and casualty
i nsurance and assists in selection of insurance conpani es.

7. Reviews technical literature, nmeets with vendors, conducts surveys
and exchanges information with other governnment agencies to study
ri sk managenent issues and identify new policies, procedures,
equi pnrent and supplies which m ght be useful to the Comm ssion.

8. Mai nt ai ns records of insurance clainms, accidents, injuries,
expenditures and other related data. Wites periodic
adm ni strative reports.

9. May participate in conducting training courses on risk nmanagenent
functions and procedures.

| nportant Worker Characteristics

A. Consi der abl e know edge of (1) accounting; (2) building safety
codes; (3) Conm ssion activities; (4) Conm ssion organization;*
(5) Conmm ssion policies and procedures;* (6) equal enploynent
opportunity; (7) insurance; (8) Merit System Rul es and
Regul ations;* (9) risk managenent; (10) statistical analysis; (11)
supervi si on.

B. Skill in operation of (1) auto; (2) canera; (3) mcroconputer;
(4) user-friendly software.

C. Consi derable ability to (1) solve conplex problens involving many
vari abl es; (2) analyze data; (3) wite technical reports and
correspondence; (4) speak clearly; (5) make oral presentations to
| arge groups; (6) organize work efficiently.

* Devel oped primarily after enploynent in this job class.

M ni mum Qualifications

| . Bachel or' s degree or four years experience in risk managenent,
i nsurance, or related subjects; and

2. Three years experience in one or nore of the above areas; or
3. An equi val ent conbi nati on of education and experi ence.

4, Valid driver's license.
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Wor ki ng _Condi ti ons

Works in office. May performfield inspections. Sone driving. May be
exposed to toxic chem cal or occasional hazardous situations.



