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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:

Insurance Advisor

GRADE:


Band 7

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Certificate in Insurance or higher with the Chartered Insurance Institute
	· Willingness to undertake further qualifications if required

· Educated to degree level

· Certificate/diploma from Institute of Risk Management


	· Application form

· Certificates



	Work Experience


	Significant experience in several of the following areas:

· Arranging a variety of insurances relevant to a local authority

· Handling renewals and tenders for insurance provision

· Providing advice, guidance and support on all aspects of insurance

· Dealing with insurers in respect of the variety of insurances relevant to a local authority including review and challenge of claims settlements

· Developing and building effective working relationships across an organisation to support provision of relevant information


	· Working in a local authority insurance environment

· Overseeing outsourced claims handling contracts 

· Practical risk management project work

· Supporting legal advisers in preparing for court cases and attending court

· Supervisory experience in the relevant areas 
	· Application form

· Interview

· References

· Presentation



	Knowledge/

Skills/

Aptitudes


	· Excellent understanding of the insurance market, variety of insurances relevant to a local authority 

· Excellent understanding of all types of claims handling within a local authority environment
· Able to communicate effectively with internal/ external stakeholders and build effective working relationships

· Good IT skills and experience using Microsoft Office 365 products (Word, Excel, Teams etc.) and insurance systems
· Good administrative, organisational, analytical and negotiating skills and ability to work to deadlines

· Good written and verbal communication skills
· An understanding of risk management and how insurance contributes towards mitigating risks

	· Knowledge of the Local Authority Claims Handling System e.g. Figtree, Mayrise/Alloy

· Knowledge and understanding of current issues in local government, the Council and wider public sector 

· Understanding of fraud risks within the insurance sector 

· Understanding of the Council’s equality, diversity and inclusion policy and applying this in the workplace
	· Interview
· References

· Presentation



	Disposition


	· Motivated and enthusiastic to work in the public sector

· Able to work on own initiative, prioritise workload and meet deadlines
· Able to work as part of a small team

· Flexible approach to work
· Committed to the principles of equality, diversity and inclusion 

· Prepared to undertake ongoing professional development and training as required

	
	· Interview
· References



	Circumstances


	
	· Full current driving licence or access to a means of mobility support
	· Application form
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