Northumberland County Council

JOB DESCRIPTION

	Post Title:           Claims Handler
	Director/Service/Sector: Finance/Audit
	Office Use

	Band:                  7
	Workplace: Home/County Hall/Other Premises
	JE ref: 229
HRMS ref:



	Responsible to: Insurance Officer
	Date: 12/7/2010
	Manager Level : 4
	

	Job Purpose and Key Functional Responsibilities:  To develop, facilitate and deliver the day to day Claims Handling function, to achieve service and corporate objectives by liaising closely with operational managers and the Risk Management Officer, to identify areas of conspicuous high or ongoing risk and claims and agree remedial action.

	Resources
	Staff
	No direct reports but oversees support staff. Provides managerial support to team in absence of Insurance Officer.

	Finance
	Shared responsibility for investigating all Council ensuring the Council’s Risks are properly identified and minimalised. This will help to substantially reduce the Council’s Insurance Premium (currently £1.6m).  Claims handling limit £250k.

	Physical
	Regular involvement with maintaining a comprehensive history of insurance claims and interrogating Risk Assessment Data systems and ensuring they are properly adhered to as per Council Policies and Procedures.  

	Clients
	Members of the public/claimants/customers within the all Council departments/Own and claimant solicitors/Insurers/loss adjusters and members.

	Duties and key result areas:
1.
Shared responsibility for the development and delivery of an efficient and effective Insurance claim service, that minimises the Council’s exposure to payouts and High Risks.
2.
Implement objectives and performance standards to achieve the targets allocated, taking appropriate action to resolve performance issues as necessary.
3     Participate, listen and respond to identified areas of Risk Management and regular claims to ensure that requirements are progressed but remedial action is agreed to ensure  

       minimum future claims are forthcoming. 
4.    In conjunction with Insurance Officer, liaise with the Risk Management Team and Operational Management to ensure the Council’s exposure to Risk Management Claims and challenges are kept to a minimum and claims can be challenged were necessary, whilst valid claims are processed fairly and expeditiously.

5.
Check and ensure that Risk Assessments are available and properly adhered to, so that safe and healthy working practices are employed throughout the Council Services.
6.
Contribute to the development of policies and procedures, implement strategies to help bring service business plans and objectives into effect.
7.
Contribute to the maintenance of effective management and communication systems, in conjunction with senior colleagues.
8.
Assist to ensure appropriate work records are maintained to the required standards, observing Data Protection, privacy and confidentiality rules and procedures.

9.    Assist to produce management reports and information based upon operational or research data, to inform and assist the business planning process.
10.  Work collaboratively with internal colleagues and external contacts, in order to promote effective partnership arrangements, for the delivery of high quality services.

11.  Manage own workload to ensure claims are processed promptly and relevant information is supplied to other services in a timely manner.

12.   Provide advice to colleagues and Heads of Service on insurance issues.

13.  Take decisions on whether to settle or deny claims, up to a value of £250k, taking advice from Insurance Officer, insurers and solicitors as necessary.

14.   Linking with the Risk and Audit Managers to ensure adequate Audit coverage is given to all high risk areas.   
15.  Other duties appropriate to the nature, level and grade of the post.

	Work Arrangements

	Transport requirements:

Working patterns:

Working conditions:
	Travel to other council premises to provide support and guidance.
Normal office hours but flexi-hours applies. 
Home/Office based.


Northumberland County Council
PERSON SPECIFICATION

	Post Title: Claims Handler
	Director/Service/Sector: Place, Street Scene, Neighbourhood Services
	Ref: 229

	Essential
	Desirable
	Assess by

	Qualifications and Knowledge

	A good standard of general education demonstrating numeracy and literacy.

Relevant professional qualification.
Knowledge of Professional theory, practice and procedures in Claims Handling and Insurance claims. 

Theoretical, practical and procedural knowledge of Risk Management issues within the Authority.

Understands the diverse functions of the Council.

An appreciation of the procedural and practical issues relating to Audit.
A general understanding of the relationship between costs, quality, customer care and performance and actively monitors progress against Council Standards.
Evidence of ongoing Personal Development.
	Evidence of some training in Management Development.
	

	Experience

	Competence in using Microsoft Office, Oracle applications, word processing, spreadsheets and database systems.

Evidence in achieving results through effective partnership and collaboration.

Some knowledge and experience in undertaking Risk Management Reviews, within a large and complex organisation and acting on findings.
An active desire to provide effective customer centred services.

Understanding of client/contractor relationships.
	Exposure to project management and Managing Change.
Experience in the Performance Management Framework.
	

	Skills and competencies

	Competent written and oral communication skills.

General problem solving and analytical skills.

Developed IT skills and ability to understand and develop the use of ITC to achieve work objectives.

Numerate and able to analyse and interpret complex information and statistics.

A strong corporate orientation and commitment to tackling issues in a non-departmental manner.

Ability to work methodically and systematically. Time management skills.
Adopts a collaborative and team working approach with the ability to build excellent working relationships and motivate staff.
	Good presentational skills.
	

	Physical, mental and emotional demands

	Comfortable dealing with conflicting demands within tight time-frames.
	
	

	Motivation

	Dependable, reliable, a good timekeeper and effective guide/mentor to subordinate staff.
Demonstrates and encourages high standards of honesty, integrity, openness and respect for others. 

Helps to create and encourages a positive work culture, in which diverse, individual contributions and perspectives are valued.

Proactive and achievement orientated

Able to work with minimum supervision.
	
	

	Other

	A full driving licence
	
	


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits
