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Job Description
	Post Title:
	Insurance Officer 
	Grade:
	Grade 7

	Post No:
	
	

	Directorate:
	Resources
	Section:
	Governance - Audit & Risk Management

	Responsible to:
	Audit & Risk Manager
	Responsible for:
	N/A

	Location:
	Civic Centre
	

	

	Overall Job Purpose:

	To ensure that the Council arranges and maintains appropriate insurance arrangements commensurate with the level of risk, ensuring that the Council’s liabilities are adequately covered, the placed insurance offers value for money and claims are effectively handled. 
[bookmark: _GoBack]To assist in embedding Business Continuity throughout the Council.
	

	Key Tasks & Responsibilities:

	· To manage, support and control all insurance related matters, ensuring compliance to relevant insurance legislation and other statutory requirements.
· To procure and maintain the Council’s insurance portfolio and renewals. This includes ensuring that policies, covers, renewals and insurer contracts are adequate and provide value for money for the Council’s on going insurance requirements and changes.
· To investigate and process compensation claims in accordance with statutory requirements and our Insurer’s deadlines; determining those claims that are invalid or have no relevance to the Council. This will involve site visits and inspection duties.
· To process claims for damage to Council property and motor vehicles, or injury/damage caused by Council vehicles.
· To review and assess information and opinion to enable determination and negotiation of liability and quantum with third parties and legal representatives in order to protect the Council’s interests. 
· To arrange for the prompt processing of all payments and recharges in relation to insurance activities including policy renewals, SLAs, excess payments and settlements.
· To collate information from Council departments and other relevant partners relating to assets, activities and risks for the purpose of ensuring adequate insurance cover / renewal.
· Develop and maintain effective working relationships with Council departments, partners, insurers, solicitors, barristers, external partners, and other bodies.
· To provide advice and guidance on contracts, SLA’s and events in relation to insurance provision.
· To work with Managers and other officers to strengthen the Council’s defences against claims of negligence by embedding robust risk management processes and being proactive rather than reactive.
· To maintain insurance files and databases and develop systems to support the embedding of risk management through proactive processes. 
· To develop and provide management information on insurance, hazards and risk activity to inform managers of actions required and enable them to fulfil their own insurance and risk management responsibilities.
· To represent the Council at regional events and in relevant insurance and risk networks.
· To assist in embedding Business Continuity throughout the Council, ensuring plans are fit for purposes and are reviewed and tested on a regular basis.
· To undertake any other duties commensurate with the grade.


	Corporate Responsibilities:

	
The postholder will be expected:-

· To adopt a flexible approach to changing patterns of work and undertake such other duties as are consistent with the job purpose and grade of post.
· To promote best practice in meeting the requirements of Health and Safety legislation and Council policy, and comply with other relevant statutory legislation.
· To carry out duties in accordance with the Council’s policy on equality and diversity.
· To accept that everyone has a right to their distinct identity, treating everyone with dignity and respect and ensuring that what our customers tell us is valued by reporting it back into the organisation.
· To provide quality services that are what our customers want and need, giving customers the opportunity to comment or complain if they need to, working with them to identify what needs to be done to meet their needs and informing managers about what customers say in relation to the services delivered.
· To develop oneself and others making every effort to access development opportunities and contribute effectively by participating in the Council’s performance management scheme.
· To be responsible for Data Quality.
· To demonstrate a high standard of probity in the use of council resources and where a nominated budget holder manage spending within available resources.


	

	Special Conditions:
(e.g. week-end work, shift allowance, car/telephone allowance)

	· The council operates a strict non-smoking policy.
· A full driving licence and access to your own vehicle is required. 



This Job Description is current at the date shown below.  In consultation with you it is liable to variation by management to reflect, or anticipate changes in, or to, the job.
	Prepared by: Joanne Billington
	Date: 29 September 2021

	Post Holder Signature:
	Date:
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