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Job Description


	JOB TITLE
Risk Analyst /Assistant to the Risk Manager
	DATE
03/26/2014

	BUSINESS GROUP

LEGAL

	ORGANIZATION 

CORPORATE

	POSITION REPORTS TO
Director of Risk Management
	APPROVED BY 
Kurry, Jonathan

	REVIEWED BY 
FOR HUMAN RESOURCES USE ONLY


	REVIEW DATE
FOR HUMAN RESOURCES USE ONLY


	SALARY GRADE 
FOR HUMAN RESOURCES USE ONLY

	FLSA STATUS 
FOR HUMAN RESOURCES USE ONLY
__X_  Exempt          ____  Non-Exempt



POSITION SUMMARY:
Provide a brief (3-4 sentences) description that describes the nature and level of work.  The Position Summary should state why the job exists. Add more lines, if necessary

This position will provide full administrative support to the Director of Risk Management. Some of the duties will include preparing insurance forms/documents and applications for insurance, Retaining lists and schedules pertinent to all lines of coverage maintained by the organization, handling requests for Certificates of Insurance and Contract Compliance issues, reviewing agreements for adequate risk transfer and insurance requirements, monitoring/ updating tenant clients and vendor insurance certificates and assisting in handling third party and  first party claims under applicable lines of coverage.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
List the 8-10 key areas of responsibility in descending order, with the responsibility requiring the most amount of time first.  Use specific action verbs such as “manages”, “analyzes”, “files”, etc. Add more lines if necessary
· Provide full administrative support to the Director of Risk Management 
· Organize the files of the Risk Management Department
· Prepare insurance forms/documents and applications for insurance
· Liaise with various key staff members to obtain pertinent information needed for Insurance Policies and Programs
· Retain lists and schedules pertinent to all lines of coverage maintained by the Risk Management Department
· Handle requests for Certificates of Insurance and Certificate Compliance issues
· Review Insurance Requirements in Agreements
· Attend to pay invoices for coverages and services purchased by the Organization
· Monitor and update tenants and vendor insurance certificate monitoring
· Assist in handling third party liability claims and other claims under all lines of coverage 
· Assist in recurring pre-renewal tasks as they arise in the context of each line of coverage pertinent to the risk profile of the organization.
· Assist in developing the goals and objectives of the Risk Management Division
· Assist in the development and implementation of policies and procedures of the Risk Management Division
· Maintain accurate, orderly and up to date claim files and all files of the department
· Respond to questions/requests concerning insurance coverage and policies
· Perform various administrative tasks, including opening and processing mail, scanning, photocopying, answering phones, etc.
· Prepare check requests, memoranda to accounting re payment of bills and invoicing.
· Provide general support to the Risk Management Department as needed
· Performs other duties as required.  This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to perform any other job-related duties assigned by their supervisor or management.

FINANCIAL RESPONSIBILITIES
List any responsibilities for budget, expenses and/or achievement of revenue targets, and/or capital under management  in US Dollars. Add more lines if necessary.
· Prepare check requests, memoranda to accounting re payment of bills and invoicing.

QUALIFICATIONS:
List the minimum level of education and experience required to perform the work at the entry level of the job.  Add more lines if necessary.
· High school diploma (or equivalent) and Associates Degree Preferred
· 3-5 years of Commercial Lines insurance experience at large brokerage or risk management department including Property All Risks Insurance, Executive Risk , General Liability and Workers Comp coverages, necessary 
· 220 Lines Agency License or Customer Service License 4-40 licence preferred

KNOWLEDGE AND SKILLS:
List specific knowledge and skills necessary to perform this job related to the Essential Duties and Responsibilities identified above.  Specific physical and/or cognitive requirements that are essential parts of the job (lifting, standing for extended periods of time, attention to detail, hearing, carrying, moving, pushing/pulling, climbing, etc.), should be described clearly and precisely. Add more lines if necessary
· Effective organizational, interpersonal and communication skills , well-developed written and verbal communication skills 
· Must be organized and detail-oriented with a focus on organizational and departmental needs and priorities.
· Candidate must have excellent time management skills and the willingness to learn new process, policies and procedures. This role requires the ability to multi-task, be organized, and the initiative to resolve problems. 
· Ability to work independently without supervision
· Proficient in Microsoft Office. 
· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals
· Ability to communicate, verbally, effectively with guests and co-workers; respond to guest requests
· Must be able to stand, walk, sit
· Must be able to bend, stoop, crouch 
· Must use hands to reach, grasp, and handle
· Must be able to push, pull and lift up to 30 lbs.
· Must have good near and far vision
· Must be able to hear, talk, smell
· Majority of duties performed indoors.  Noise level moderate.

By signing below you are verifying that you have read all of the above and will abide by all points of the Job Description to the best of your ability.
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