E%a Nottinghamshire

% 7 County Council

Title Department
Risk and Insurance Support Officer Chief Executives

Post Ref.
50218340

Job Purpose
To support the Risk and Insurance Manager in the delivery of the insurance functions and insurable risk including the handling of liability,
motor, and property claims. To support the Council’s Corporate Risk Manager in the delivery and implementation of the corporate risk

management framework.

Key Responsibilities

1.

To handle liability claims in accordance with the relevant set of
Civil Procedure Rules, internal processes, and performance
indicators, including decision on liability, assessing quantum
and negotiating settlement.

To ensure that property and motor claims are correctly handled
in line with policy conditions and relevant legislation and bought
to conclusion in a proactive manner.

Actively pursue recoveries against third parties ensuring that
income is received and correctly accounted for.

To oversee the work of external solicitors and other experts on
the handling of claims, agreeing all decisions and ensuring that
third party costs are suitably negotiated.

Keeping abreast of changes in case law and other relevant
legislation, interpreting the changes and applying to current
claims.

To design and run reports from the claim handling management
system to enable the efficient reporting of the Councils claim

Key Accountabilities

1. That all claims are correctly handled, Civil Procedure
Rules are complied with, and the correct liability decisions
are made, and internal performance indicators are met.

2. Working in a way to minimise the cost of insurance to the
Council.

3. Ensuring that claims data within the system is accurate
and complete.

4. Provide efficient and comprehensive support on all
Corporate Risk Management activities.

5. Collate accurate data and information for renewals,
tenders, and actuarial fund reviews in line with set
timetables.

6. Produce accurate reporting for both FOI requests and
insurer reports within the stipulated deadlines.

7. Work efficiently and effectively to prioritise work to ensure
that deadlines are met and to ensure all output is accurate
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experience.

. To prepare and collate data for tenders, insurance renewals,
actuarial fund reviews and FOI requests.

. To administer bids for the Council’s risk management fund.

. Provide support to the Councils Corporate Risk Manager
including but not limited to the booking of meetings, writing
agenda’s, taking minutes, chasing risk updates, presenting
data, and assisting with the delivery of risk management
training and workshops for officers and members.

and reliable.

8. Develop excellent working relationships with key officers
across the Council.

9. Use the claim management system and other IT systems
to full advantage to ensure that efficient processes are in
place and documented.

10. Contribute to the development of the insurance section
and the risk management function, making suggestions for
improvement as necessary.

10. Promote a positive risk management culture within the Council
by communicating the benefits of effective risk management
and providing competent advice.

11.Deal with queries from members of the public, third party
solicitors, and departments on both insurance and risk
matters.

11.Undertake any other support or administrative duties as
required including the raising of invoices, purchase orders and
payments.

12.Take part in and engage in the Council’s Employee
Performance and Development Review and any training
identified as appropriate for this post.

12.Represent the team at meetings with departments, claims
handlers and external solicitors to discuss claims, procedures,
and risk management.

13. Ensure confidentiality at all times.

14.Share knowledge and experience with other team
members and provide training as and when required.

13.To be a system administrator for the claims management
system and contribute to its ongoing development.

The post holder will perform any duty or task that is appropriate for the role described
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Person Specification

Education and Knowledge
1. Risk management and or insurance qualification desirable.

2. A high standard of literacy and numeracy with GCSE passes in
English and Maths.

3. Extensive knowledge of IT systems including Word and Excel.

4. Knowledge of Civil Procedure Rules, Data Protection and other
legislation and case law impacting on claims handling.

5. An understanding of the importance of managing risk and the
basic principles of insurance.

Experience

1. Experience of handling liability, property and motor claims,
including assessing liability and negotiating quantum where
necessary.

2. Extensive experience of using different IT systems including
claims handling systems, Word and Excel.

3. Experience of extracting, collating, analysing, and presenting

Personal skills and general competencies

Puts into practice the Council’'s commitment to excellent
customer care.

Works efficiently and effectively and actively looks for ways of
improving services and outcomes for customers.

Ability to build and maintain effective relationships with
colleagues across all departments but also able to work on their
own initiative.

Is IT literate and can adapt to, and master new and varied IT
systems.

Ability to work to demanding deadlines and to prioritise work
effectively.

Has an attention to detail to ensure outputs are comprehensive
and accurate.

Ability to communicate complicated data and information both
verbally and in writing clearly and concisely.

Shares the Council’'s commitment to providing a safe
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data.

4. Experience of working to deadlines and having to prioritise
work.

5. Experience of working in a customer focused service delivery.

6. Experience of working as part of an effective team.

environment for customers and staff and also treating all with
respect and consideration.
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Role Dimensions

This post reports direct to the Risk and Insurance Manager. (The post provides support to the Corporate Risk Manager)
To provide competent and efficient support to enable the effective and timely delivery of both the insurance and corporate risk functions.
Directly handles liability claims and oversees the handling of litigated liability claims by external solicitors and agreeing decisions on

liability up to £50k in value.

May handle higher value liability claims under the guidance of the Principal Claim Handler and Development Officer or Risk and

Insurance Manager.
Directly handles property and motor claims up to £100k in value.

Administers bids for the Council’s risk management fund at £50k per annum.

This post has no staff management responsibility.

Please attach a structure chart

Date: 14 April 2026
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