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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 1204
March 2000

POSITION TITLE:
Manager, Risk Management

REPORTS TO:
Chief Financial Officer

Objective: To direct, plan, prepare and administer risk management activities.  To eliminate, control, minimize, assume or insure risks within available resources.  To establish operational and budgetary needs, goals and objectives.
Essential Functions

1. Directs, plans, prepares and administers the risk management activities of Denver Public Schools, including the establishing operational needs, goals and objectives into budgetary terms.

2. Develops, implements and maintains a risk management data base to effectively organize and respond to reporting requirements, and to track assets, coverage, claims and polices.
3. Develops a comprehensive risk management program, to include goals and objectives, service activities, policies and procedures, and training for management and staff.
4. Evaluates the district’s loss history, researches risk reduction strategies, recommends and implements risk management strategies, as directed, and evaluates and informs immediate supervisor on program effectiveness.
5. Conducts or participates in the investigation of potential or recently occurred accidents and injuries. Prepares materials and documents for presentation as facts of circumstances lending to logical support of events, or as evidence, for potential or current litigation.
6. Produces all reports in compliance with state and federal regulations.
7. Monitors the potential for and the actual occurrence of all risks involving students, employees and users or guests of DPS facilities and, after review and evaluation, recommends procedures to reduce or eliminate risks.
8. Reviews property and casualty insurance requirements for buildings, sites, contents, vehicles, movable equipment, boiler and machinery, aviation training school, glass, and liability from accidents, errors and omissions and/or suits by third parties, and workers compensation.
9. Maintains insurance contracts and evaluates contractor insurance requirements.
10. Negotiates all insurance coverage including property, liability, automobile and workers compensation.
11. Coordinates the replacement of stolen or damaged district property with designated departments.
12. Acts to reduce designated liability risks transferred by vendors, contractor and governmental agencies.
13. Prepares, recommends, and manages an approved annual operating budget for the district’s Insurance Reserve Fund.  Monitors, controls and reconciles budget.  Ensures for accurate and prompt payment of expenditures.
14.
Initiates and recommends personnel actions to include promotions, transfers, and dismissals.

15.
Reviews and changes departmental operations, methods and procedures, as approved.

16.
Receives, examines, and ensures for the completeness, accuracy and security of all documentation to be distributed or received.

17. Initiates or responds to internal and external inquiries or requests for information.

18. Maintains a state-of-the-art awareness of the risk management industry, property and casualty insurance, and related litigation.
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19. Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s Degree in business administration, accounting or related area with special study in research and statistics preferred or equivalent experience.  A Master's Degree is preferred. Demonstrated management level experience directing risk management activities or related experience.  Demonstrated experience influencing, persuading people in their opinions, attitudes, judgments or ideas in order to achieve directed outcomes.  Seven (7) to ten (10) years of related risk management experience, including three (3) to five (5) years of insurance or Risk Management experience administering property, liability and automobile coverage.  Demonstrated proficiency with various computer hardware and software, to including Microsoft’s Office, Excel, and Word, and various PC operating systems.

Licensure/Certification: Designation as an Associate in Risk Management (ARM), or Certified Property Casualty Underwriter (CPCU), or Certified Insurance Counselor (CIC) is desired.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); safety; security, and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing (to stack, store or retrieve supplies or various office equipment), as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

