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Job Purpose

Manages the university’s insurance program, conducts risk assessments, coordinates support of emergency planning functions, coordinates Health and Safety investigations, training, meetings and projects, and provides effective and efficient coordination of all administrative activities of the Risk Management Department, including the Enterprise Risk Management process and departmental budget.  Provides support and advice on administrative processes to the Parking, Security, Access Control and Campus Card functions of the department.  Administrative Assistant, Risk Management provides administrative guidance to the department and Director, oversees internal and external communications systems/contacts, and evaluates/recommends new processes to improve efficiency of operations.
Key Activities

Insurance:

Manages the annual renewal process for the University’s Insurance Program and the day to day management of the insurance portfolio.  The program includes liability, property, fine arts, crime, automobile (owned and non-owned), international, marine, builder’s risk and wrap-up policy and boiler and machinery insurance.  Responsible to:

1. Coordinate the annual renewal of all insurance policies by consulting with key users and Director to determine if changes to coverage are required.  Coordinates the collection of information for the Canadian Universities Reciprocal Insurance Exchange (CURIE) Report which is used in the calculation for our Property insurance.  This involves gathering data on property values, square footage, business interruption costs, loss of rent, analysis of university acquired and disposed content, library holdings etc. and confirming information is accurate on the report. Filling out all insurance applications and providing up to date fleet and driver information to our broker, requesting competitive quotes and assessing the quotes for the best value of cost and coverage.  Processes insurance invoices and investigates inconsistencies.
2. Obtain and manage data pertaining to incidents of loss to appropriately track and report claims to insurance carriers. 
3. Process insurance claims, communicate with claims adjusters, collect and organize data for the claim and allocate funds received.
4. Administer the driver information form program, ensuring that all authorized Trent drivers have been screened and approved by their supervisors.  Makes recommendations to supervisors regarding the suitability and risk posed by any drivers with questionable driving records.
5. Coordinate the licensing of the Trent Fleet on an annual basis, including off road vehicles and boats.
6. Administer the certificate of insurance program, reviews contracts to ensure our insurance coverage meets the requirements and is accurately reflected on the certificate and ensures requests for certificates of Insurance and other items are processed on a timely basis.
7. Answers inquiries from staff (including General Counsel) and faculty related to insurance and risk management and consult with insurance carrier as required. 
8. Provides guidance to faculty members on legislative requirements and due diligence
9. Provides awareness and education to Trent community on insurance services and maintains the Insurance Services web site.
10. Provides excellent customer service to internal and external groups.
11. Administer the self-insurance plan, which involves investigating, recommending approval and processing claims with dollar values that fall under our deductibles.
12. Organizes, provides input on current policies and procedures, and liaises with consultants (RMS, American Appraisal) during insurance site audits.

13. Reviews policies for accuracy and coverage.   Order policy changes as required providing adequate and necessary coverage for new vehicles, equipment, fine art or property.
14. Constantly improve and update procedures and processes to ensure excellent delivery of all insurance services.
15. Advise Director of opportunities for cost savings relating to insurance portfolio.

Office Management:  
1. Accountable for developing, implementing and maintaining procedures and protocols for the efficient operation of the Risk Management Department.

2. Ensures an efficient flow of departmental office and information services.
3. Coordinates and maintains department files and records while respecting confidentiality requirements.
4. Interprets and advises on internal and external policies, procedures, guidelines, collective agreements, and relevant legislation.
5. Provides Work Placement reports on a quarterly basis to the MTCU.

6. Provides administrative support to the JH&SC, CORE, IWP, EPC, Continuity of Business Planning Group.

7. Liaises with other academic and administrative offices as required for the effective operation of the Risk Management Department.

8. Maintains departmental attendance.

9. Maintains all office computers, copiers, and departmental shared directories; acts as liaison between the department and the network support staff; co-ordinates the purchase, maintenance and repair of all administrative equipment and supplies.

10. Updates the departmental website in accordance with the University website design standards as required.
11. Provides office support services in a timely fashion and ensure smooth running of all office operations.
12. Establishes secure and confidential clerical and office procedures, including bring-forward systems, reception, electronic mail, supplies, word-processing and outside services.

13. Designs, maintains office filing systems, electronic and hard copy.
14. Recommends/changes/enhances office routine and equipment.
15. Researches and coordinates information from a variety of sources for reports, presentations, meetings, special projects, requests etc.  
16. Collects, controls, and organizes information.
17. Handles sensitive/confidential material strictly in accordance with university policy and instructions.
18. Maintain attendance management system for department.
19. Provide general administrative support for the department.
20. Maintain, update and designs departmental website.
21. Produces and distributes information bulletins for employees and students.
22. Provides assistance to departmental staff to identify appropriate software applications and effective use of a wide variety of computer programs.
23. Assists in development of spreadsheets, presentations etc.
24. Designs maps, signage, posters, handouts, brochures, presentation and publication material as required.
25. Coordinates and organizes special events. E.g. Ontario Risk Management Conference.

Risk Management:

1. Assists the Director in planning, directing and coordinating the risk management functions at the University. 
2. Assists in the reviewing of all University contracts to ensure appropriate insurance coverage and legislative compliance measures are in place.
3. Develop and administer waivers for special events.
4. Provides guidance to students, and employees on developing waivers and completing the Activity Risk Management Program.

5. Consults with university managers to identify, analyse and assess risks.  Records risk mitigation measures in effect and proposed and recommends whether each risk should be included in the ERM risk inventory.
6. Recommend changes to the Enterprise Risk Management program and procedures.
7. Research legislation, risk management best practices, incident/accident statistics, WSIB, court and insurance claims decisions and university performance statistics as required by the Director.
8. Work with Director and others for creative, logical and appropriate solutions to minimize risk to the University.

Financial Management:  
(In addition to the financial management of the Insurance portfolio mentioned above.) 

1. Conducts budgetary reviews and co-ordinates budget reports for the Director.

2. Manages $400,000+ Insurance portfolio.

3. Maintains departmental budget files, routinely and effectively monitors all expenditures, transactions and resources.  Responsible for office accounting procedures and records.
4. Process all purchase orders, invoices and requisitions.
5. Reconciles monthly budget reports.
6. Makes travel bookings.
7. Advises the Director of any budget related concerns for all sections.

Health & Safety:

1. Work cooperatively with the Environmental Health and Safety Officer to deliver a comprehensive health and safety program.
2. Process injury and incident reports for WSIB.
3. Report critical injuries to the Ministry of Labour as required.
4. Organize and Coordinate Health and Safety related training and communication, including the creation and implementation of WebCT based Health and Safety Orientation, and Workplace Violence training to all employees.
5. Assists in the maintenance of Fire Safety plans and Wardens.
6. Coordinates H&S projects such as competitions, notice boards, implementing new software and risk assessments.
7. Organizes workplace inspections.

8. Investigates WSIB requirements for employees/students working outside of Ontario.
Emergency Management:
1. Assist in the development and maintenance of the University’s Emergency Management Program.
2. Collect and organize departmental business continuity plans on an annual and as needed basis.
3. Update and maintain the two Emergency Operation Centres (EOCs) binders on an annual and as needed basis.
4. Ensures adequate instructions and material are available for EOCG members (VPs, AVPs) in order for the smooth operation of the EOC in case of an emergency.
5. Update and maintain the EOCs supplies, access codes, and misc. materials.
6. Provide secretarial support for the Emergency Planning Committee and draft correspondence of all types for the Director.
7. Assists in coordinating and running emergency management tabletop and live exercises.
8. Provides training and information to EOCG members.
Analytical Reasoning
Analytical reasoning applies to responsibilities in several diverse areas (insurance, health and safety, budget, administrative support to six additional functional areas) that can be quite complex. Some issues do not have policy in place for guidance, so incumbent must determine the facts and conduct a risk assessment to recommend the best possible solution, consistent with the University’s strategic goals.  For example, in relation to retained losses, the incumbent is required to determine relevant facts in connection with an incident, or accident involving a loss (property, vehicle).  This can involve conflicting statements from witnesses and requires knowledge of insurance practices, risk management principles and university goals to determine the most appropriate resolution in the best interests of the university.

Decision Making

Makes often complex decisions in a variety of functional areas, for example the acceptability of drivers’ forms, claims information, the content of reports and minutes or whether or not to submit under the insurance program.  Determines when the Director needs to be consulted.  Takes the initiative to develop web content, gather relevant data, develop presentations, assist other departmental managers with projects and initiate insurance policy revisions.  Develops risk management procedures to meet the goals of the Enterprise Risk Management program.  Determines when to process invoices and contracts, both internally and externally generated, and when to question their validity.  Interprets insurance policies and gives advice on coverage.
Impact

Errors relating to insurance program composition or claims processing could result in civil action and/or denial of claims which could cost the university significant amounts of money, depending on the cause.  For example, not ensuring that appropriate insurance was in place when the newly constructed Gzowski roof failed in a rain storm, would have cost the university $1.3M.  Failure to ensure university employees complete mandatory training and university drivers have been appropriately screened both expose the university to criminal and civil liability.  The programs administered by the incumbent affect all university departments.

Education Required

Honours University Degree (4 year) in Business Administration or equivalent. CIP or CRM designation an asset.

Experience Required

1. Four to six years office administration experience and organizational planning and priority setting skills to ensure prompt client-focused services. 

2. A background in insurance and/or risk management considered an asset.  

3. Experience in the education or public sector institution especially knowledge of Trent University an asset.

4. Experience with general accounting and budgeting systems.

5. Experience working in an office environment with high volumes of work requiring independent judgement.

6. Good interpersonal skills as well as tact and discretion.

7. Demonstrated commitment to customer service and continuous improvement.

8. Advanced level of competence in Microsoft Office software applications such as Excel, Word, Access and e-mail.  High level of computer expertise and ability to quickly learn and use proprietary software programs like ParkAdmin.
9. Strong organizational and data maintenance skills.
10. Strong written and oral communication skills.  
11. Ability to maintain confidentiality.  
12. Demonstrated ability to work co-operatively in a team environment and independently with minimal supervision.  
13. Superior skills in the provision of excellent customer service.
14. Understanding of the operation and culture of a university.
15. Understanding of insurance and risk management practices and principles.
16. Criminal Reference Check (dated within the last 6 months) will be required as a condition of employment.  
Responsibility for the Work of Others

Indirect Responsibility for the Work of Others: 

· The insurance portfolio requires the incumbent to gather information from a variety of sources, both internal and external (broker, American Appraisals) and requires the incumbent to verify the accuracy and completeness of the work of others to obtain that information and to ensure adherence to policy.  The incumbent verifies that employees complete mandatory Health and Safety training.

Communication

The incumbent must gather, analyze, clarify and summarize information for a variety of audiences, both internal and external.  Example is presenting analysis of budget, insurance policy to Director with recommendations for changes.  Provides advice and assistance verbally and in writing regarding risk and insurance management issues to all members of the Trent Community.  Frequently explains complex concepts or procedures to faculty, staff and students.

Internal:
President’s Office, VPs, General Counsel, AVPs, Directors, Deans, Departmental Chairs, Managers, Supervisors, Administrative Assistants, Faculty, Students etc.  Risk Management deals with the entire campus.  Communication may be updates to the EOC, Communication alerts, Emergency communication, Insurance matters (property, liability, vehicle, crime, equipment, fine arts etc.).  The Administrative Assistant may speak to students or groups in regards to waivers required. He/She speaks to Faculty regularly on vehicle insurance information and directs them to the ARM policy.

External:

Broker, insurance reps, WSIB staff, suppliers, government representatives (Ministry of Labour, MTCU), parents, special interest groups, the general public, counterparts or contacts at other universities or academic institutions.
Motor/ Sensory Skills

· Fine Motor skills – operate general office equipment, computer, keyboard, fax, telephone, printer etc.

· Dexterity –precision required when updating spreadsheets upon which our insurance premiums will be based, and when taking minutes of meetings. 

· Hearing - Ability to communicate clearly to people on the phone and in person. Need to record long meeting discussions for official university records while summarizing for meaning

· Visual - Able to read small print in insurance policies. Long hours in front of a computer screen, reading.
Effort
Mental:
· Visual attention and sustained concentration, for hours at a time to verify the accuracy and completeness of detailed information obtained in spreadsheets and insurance documents. Reviewing and analyzing complex binding documents like insurance policies, American Appraisal reports.  Continuous minute taking (2hrs or more) and writing to deadlines with competing deadlines requiring synthesis of sometimes complex information.

Physical:
· Remaining in seated position for long periods of time, taking minutes can sometimes lead to cramping of hand, neck back when sitting for a prolonged time period.

Working Conditions
Physical:
· Office environment. 

· Sitting for long periods of time in meetings/note taking.

Psychological:
· Working in the Risk Management Department can be stressful as this department often deals with employee/student mental health issues, harassment/violence complaints/incidents, frustrated and angry parking customers, accidental or suicidal deaths, which can lead to a very emotionally charged working environment.

· Complaints

· Changing deadlines, time pressures

· Interruptions

· Lack of privacy

· Multiple competing demands

· Conflicting work priorities
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