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CLASS TI TLE: CLAI M5 MANAGER
DEPARTMENT/ CONTROL CENTER: City Administration/ R sk Managenent
CLASS DEFI NI TI ON:

To admi ni ster and supervi se the processing, evaluation and resol ution of
liability clains brought against the City; to assist the R sk Manager in
devel opi ng and i npl ementing a conprehensive R sk Managenent Program and to
provi de highly responsible and conplex staff assistance to the Ri sk Manager

SUPERVI SI ON RECEI VED AND EXERCI SED:
Recei ves general direction fromthe R sk Manager
Exerci ses direct supervision over professional, technical and clerical staff.

EXAMPLES OF | MPORTANT RESPONSI Bl LI TI ES AND DUTIES - Responsibilities and duties
may include, but are not limted to, the follow ng

Coordinate the organi zation, staffing and operational activities of the Cty's
liability clains programincluding the processing and assessing of genera
liability clains.

Participate in the devel opnent and inplenentati on of goals, objectives, policies,
and priorities for assigned program identify resource needs; recomend and
i mpl enent policies and procedures.

Sel ect, train, notivate and eval uate program personnel ; provide or coordinate
staff training; work with enployees to correct deficiencies; inplenent discipline
and term nation procedures.

Direct, coordinate and review the work plan for the City liability clains
program neet with staff to identify and resolve problens; assign work activities
and projects; nmonitor work flow, review and eval uate work products, nethods and
procedur es.

Identify opportunities for inproving service delivery nethods and procedures;
review with appropriate nmanagenent staff; inplenent inprovenents

Devel op and negoti ate the purchase of commercial insurance policies for various
divisions; nonitor the effectiveness of these policies.

Attend and participate in professional group neetings; stay abreast of new trends
and innovations in the field of risk managenent.

Performrelated duties and responsibilities as required
JOB RELATED QUALI FI CATI ONS:

Experi ence: Extensive responsible general liability clains exam nati on and
adj ust ment experience including the supervision of professional enployees.

Know edge of: Operational characteristics, services and activities of a liability
clains adjustnment and investigation program nodern and conpl ex principles and
practices of general liability clains exam nati on and adj ustnent including | ega
requi renents; investigation and settlenent techniques and practices; basic

nedi cal term nol ogy; principles and practices of risk identification, |oss
prevention, loss control and risk transfer; principles of municipal budget
preparation and control; principles of supervision, training and perfornance

eval uation; pertinent Federal, State and |ocal |aws, codes and regul ations.
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Uni t

Ability to: Manage and coordinate the work of professional and technical
personnel ; select, supervise, train and evaluate staff; interpret and explain
City general liability claims policies and procedures; negotiate effectively;
prepare and anal yze general liability clains expenditure trends; prepare clear
and conci se reports; communicate clearly and concisely, both orally and in
witing; establish and maintain effective working relationships with those
contacted in the course of work including a variety of Gty and other governnent
officials, community groups, and the general public.

Li cense or Certificate: An associate in risk management designation is highly
desirabl e.

NOTE: The above statenents are intended to describe the general nature and

| evel of work being perforned by persons assigned to this job. They are not
intended to be an exhaustive list of all duties, responsibilities and skills
requi red of personnel so classified. Al requirenents are subject to possible
nodi fication to reasonably accomodate individuals with disabilities.
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