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 RISK ADMINISTRATOR
 
 
 
JOB SUMMARY
 
Under general direction, to plan, organize, and coordinate the programs and activities of the Risk Section, including 
employee benefits, general liability, workers’ compensation, safety, property and general insurance administration, 
and loss control; to provide highly responsible and complex administrative support to the Human Resources 
Manager in risk management related areas; and to perform other work as required.  
 
 
CLASS CHARACTERISTICS
 
This one-position classification works under the direction of the Human Resources Manager.  An incumbent 
supervises the work of professional, administrative and clerical staff; and exercises independent judgment and 
discretion in matters relating to the risk management and loss control programs.  Work is assigned and reviewed by 
the Human Resources Manager and evaluated though conferences and reports.  
 
ESSENTIAL FUNCTIONS
 
These functions may not be present in all positions in this class. When a position is to be filled, the essential 
functions will be noted in the announcement of position availability. Management reserves the right to add, 
modify, change or rescind work assignments as needed. 
 
Participates in the administration of employee group health and welfare benefits and the retirement programs. 

Supervises or participates in the investigation of property, liability and worker's compensation claims; evaluates the 
extent of City liability and estimates the settlement value of claims.  

Reviews insurance needs and makes recommendations for appropriate levels of coverage; recommends insurance 
carriers/administrators; assists in the preparation of specifications for the purchase of insurance and review of 
insurance policies to determine applicability and procedure requirements for liability claims; participates in the 
negotiation of policy terms. 

Advises departments on reduction and avoidance of future liability. 

Supervises the City’s safety and wellness programs. 

Monitors developments in the insurance market to keep City management aware of possible financial impact. 

Ensures compliance with State and Federal workers’ compensation, occupational safety and health laws and 
regulations. 

Supervises and evaluates staff; allocates resources; develops work standards. 

Assists in planning, developing and implementing Section goals, objectives, policies, procedures. 

Maintains a uniform and efficient reporting and data collection systems. 

Supervises the preparation of and monitors the risk management budget. 

Plans and conducts safety, workers’ compensation and liability claims management training for departments. 

Interacts with insurance adjusters, legal counsel, underwriters and vendors to ensure the appropriate level of City 
response to issues. 
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May act as the Human Resources Manager if designated to do so. 

Performs other related work as required. 

QUALIFICATIONS GUIDELINES
 
A typical way to obtain the requisite knowledge and abilities to perform the duties and responsibilities of this 
classification is as follows: 
 

Education, Training and/or Experience
 

Graduation from an accredited college or university with a Bachelor's degree in Business, Public or 
Insurance Administration or a closely related field.  A Master’s degree, Associate of Risk Management 
designation, Self Insured Administrator certificate, or certification as a Risk Management Specialist is 
desirable. 
 
Five years of recent and progressively responsible professional experience in risk management, claims 
adjustment, and safety and loss control programs for worker's compensation and liability; and experience at 
the supervisory level.   

 
Requisite Knowledge and Skill Levels

 
Practices and procedures involved in the investigation, evaluation, adjustment and settlement of personal 
injury, property, liability and/or workers’ compensation claims. 

 
Risk management program development, implementation and administration. 

 
California worker's compensation laws and claims practices. 

 
Loss control principles. 

 
Wellness and safety programs. 
 
Principles of supervision, work organization and personnel management. 
 
Records, terminology and procedures relating to court actions on insurance and related legal matters. 

 
Risk and insurance financing and accounting. 

 
Requisite Abilities

 
Establish and maintain effective working relationships with staff, City officials, and representatives of other 
agencies, legal counsel, vendors and the general public. 
 
Collect, interpret and evaluate data, validate conclusions, define and select appropriate alternatives. 

 
Plan, coordinate and initiate action necessary to implement recommendations or decisions with a minimum 
of guidance. 

 
Read and interpret a variety of complex policies and regulations pertaining to insurance coverage for 
personal injury, property damage and loss liability. 

 
Direct and coordinate the work of subordinates. 

 
Maintain and participate in continuing education activities.  
 
Make effective oral and written recommendations and presentations; participate in negations-related 
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activities if required. 
 
PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS
 

See attached summary of most demanding essential physical tasks and environmental factors for the class. 
 
Employee accommodations for physical or mental disabilities will be considered on a case-by-case basis. 
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