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Job Description 
	Job Title
	Insurance Officer

	Grade
	PO1

	Reporting To
	
Senior Insurance Officer

	JD Ref
	CSUP0199P


	 
Purpose

To support the delivery of the Council’s insurance functions, ensuring effective claims management, accurate policy administration, and adherence to statutory and regulatory requirements. The role will contribute to the Council’s risk management framework by assisting in the procurement and management of insurance policies and claims handling processes.
The postholder will provide guidance to Council departments and stakeholders on insurance-related matters, helping to embed best practices in risk transfer, insurance administration, and financial planning.
The role will also support the development and implementation of insurance strategies, ensuring compliance with relevant legal and regulatory frameworks.

Main Duties And Responsibilities
Behavioural:
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
· Foster a culture of integrity, collaboration, and high standards within the team.
· Demonstrate awareness of, and compliance with, Council procedures and relevant statutory guidance, embedding a proactive approach to managing insurable risks.
· Provide appropriate insurance advice to service managers and stakeholders, ensuring that risks are effectively managed through appropriate insurance arrangements.
· Maintain high professional standards in insurance administration and claims handling, ensuring financial prudence and transparency.
· Support the Senior Insurance Officer and Risk, Business Continuity and Insurance Manager in delivering an efficient insurance function.
· Assist in identifying opportunities to improve insurance processes and financial efficiencies in managing insurable risks.


Team Leadership and Management:
· Provide professional support within the insurance function, ensuring effective administration of insurance policies and claims handling.
· Assist in supporting colleagues within the team to promote continuous improvement in insurance-related activities.
· Manage relationships with insurers, brokers, legal advisors, and external partners to facilitate effective insurance coverage and claims resolution.
· Ensure that insurance arrangements align with the Council’s risk management framework and business continuity planning.
· Contribute to the development of corporate policies and procedures that affect the insurance function.
· Support management in delivering key projects and ensuring high standards of performance within the team.
· Through continuous personal improvement, strengthen the tools, practices, and impact of the service.

Communication, Engagement and Training:
· Assist in preparing and presenting reports on insurance matters to senior officers, committees, and external stakeholders, ensuring clarity and transparency.
· Respond to queries from Council officers and Members regarding insurance-related matters, providing well-informed information.
· Communicate effectively with key stakeholders, including elected members, senior officers, insurers, brokers, and external legal teams.
· Support the delivery of guidance documents, training, and awareness sessions on insurance and risk financing, ensuring that Council officers understand their responsibilities in managing insured risks.
· Support the Senior Insurance Officer in providing clear and actionable insights into insurance matters.
· Assist in promoting corporate awareness of insurance planning, facilitating effective communication on risk transfer and claims management.
· Engage in professional networks to support knowledge-sharing and the development of new ideas and approaches.
· Develop an understanding of Directorate activities and their business risks, applying initiative and professional judgement to develop appropriate insurance solutions.
· Assist with insurance renewals, ensuring accuracy and compliance with policy documentation.
· Support annual insurance renewal negotiations and examine policy documentation to ensure compliance and accuracy
Data Analysis and Decision-Making:
· Assist in managing and delivering insurance claim processes, ensuring efficient handling, investigation, and settlement in line with policy terms.
· Monitor claims trends and insurance performance, supporting the identification of opportunities for improvement and cost reduction.
· Maintain and update the Council’s insurance register, ensuring accuracy and alignment with corporate risk management processes.
· Provide input into risk financing decisions, supporting the balance between self-insurance and market-based coverage.
· Conduct regular reviews of insurance policies and arrangements, making recommendations for changes where necessary.
· Support reviews of insurance arrangements for the Council, contracting schools, and council-owned companies.
· Assist in managing the Council’s Insurance Fund to ensure adequate provision for liabilities while minimising costs.

Performance Management:
· Contribute to the efficient delivery of the Council’s insurance function, recognising and delivering against key performance indicators.
· Support the production of reports and briefings on insurance performance, risk exposure, and claims trends.
· Assist in identifying areas for improvement in insurance procurement, claims handling, and risk financing.
· Ensure that insurance arrangements remain aligned with the Council’s strategic objectives and statutory responsibilities.
· Take responsibility for delivering personal performance outcomes that align with the team’s objectives and the Council’s wider strategic goals.

Compliance:
· Ensure compliance with statutory requirements and corporate policies, embedding best practices in insurance administration.
· Support management in ensuring adherence to relevant legislation, governance frameworks, and professional standards.
· Maintain accurate records of insurance policies, claims, and related financial transactions, ensuring transparency and accountability.
· Work closely with legal and procurement colleagues to ensure that insurance considerations are embedded in contractual agreements and liability assessments.
· Adhere to and comply with all relevant corporate policies and procedures, including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance, and the Code of Conduct.
· Provide support and input on corporate insurance matters, issues, and developments, making recommendations for improvements to key policies and processes.


[bookmark: _Hlk142571170]Other:
· Support the management of contracts related to the Council’s insurance function, ensuring that insurance providers and claims handlers deliver high-quality services within agreed timescales.
· Assist in identifying opportunities for efficiencies and cost savings in insurance procurement and claims handling.
· Undertake any other duties commensurate with the grade and responsibilities of the role.

[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
Essential criteria:

· A degree in a related field or equivalent professional experience.
· A formal qualification in the relevant subject area (e.g. Chartered Insurance Institute’s Certificate in Insurance) and/or significant professional on-the-job experience.


Desirable criteria:
· Accreditation in risk management/insurance.
· Appropriate continuing profession development as per the professional institute to which you are a member of.

Knowledge & Skills
Essential criteria:

· Strong communication skills to engage with a broad range of stakeholders, including report writing and summarising key themes.
· Understanding of insurance regulations, policies, and claims handling.
· Ability to work proactively and collaboratively within a team environment.
· Strong analytical skills to assess risk exposures and support insurance solutions.
· Understanding of public sector governance and accountability frameworks.
· Strong organisational and problem-solving skills, with the ability to manage multiple priorities.


Desirable criteria:

· Familiarity with emerging insurance technologies and risk management tools.
· Knowledge of new financial technologies and processes that may impact insurance and risk financing.
· Long term planning skills.

Experience
Essential criteria:

· Experience in delivering an insurance function within a large and complex organisation.
· Ability to work to tight deadlines and manage multiple insurance-related workstreams.
· Experience in claims handling, policy administration, and risk financing.
· Experience working collaboratively with internal and external stakeholders, including insurers and legal teams.

Desirable criteria:
· Experience assisting in responses to major insurance-related incidents.
· Experience supporting the development of risk financing strategies.

Additional Information
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location at times (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Lone working
· Working outside
· Work with VDUs (Video Display Unit) (>5hrs per week) 
· Exposure to persons with challenging or aggressive behaviour

Approved By: Daniel Kirwan-Assistant Director(Finance)
Date Of Approval: 17th April 2025
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