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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:


Insurance Advisor
GRADE:



Band 7
MANAGER RESPONSIBLE TO:
Assurance and Risk Manager
Overall Objectives of the Post:

You must contribute towards delivery of an efficient and effective insurance service for the Council, and partner organisations, including the provision of specialist insurance advice.

Key Tasks of the Post:

1. You will be responsible for prioritising and undertaking insurance activity, including the processing and monitoring of all insurance claims.  You will:

· Develop, in conjunction with the Assurance and Risk Manager, an insurance programme which protects the financial position of the Council and partner organisations. 
· Co-ordinate the annual policy renewal process, and periodic tendering process, for insurance contracts and appointment of external advisers/brokers in line with legal and constitutional requirements.  This includes collecting, interpreting and challenging information and instruction from Council departments and partner organisations to ensure appropriate cover.

· Review policy wordings, assist in monitoring and reviewing insurance arrangements and cover, and liaise with brokers and insurers to agree changes as necessary.

· Provide specialist advice, guidance, support and information on all areas of insurance and insured claims including contract wording, extent of cover, indemnities etc.

· Handle claims which fall within the remit of self-insured risks and/or fall below deductible levels for claims not handled through our claims handling contract, including liaison with legal advisors, appointed loss adjusters, insurers etc.

· Monitor the performance of our outsourced claims handling contract.  

· Develop and maintain an effective records management system covering all insurance activity.
· Deal with queries on complex or unusual claims as required and deputise for the Assurance and Risk Manager, for insurance specific activities, when required.
2. To assist with the determination, monitoring and review of the level of reserves earmarked to fund self-insured risks, policy deductibles and the MMI Scheme of Arrangement.  You will:

· Assist with the preparation of budget estimates for insurance activity. 

· Review claims data and provide management information to senior management to assist in the identification and management of risks and regular review of the insurance fund reserves.

· Arrange payment of all invoices relating to insurance activity.
· Support Finance and other colleagues in calculating recharges for insurance and claims as required.
· Maintain contact with the insurance and risk management markets to keep up to date with developments and trends and advise the Council accordingly.
· Prepare reports and statements for Committee, senior management and advisors as required.
· Attend risk management working groups as a representative of the Insurance Team.
All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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