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Classification Specification
	

	
	6224100

	
	INSURANCE AND CONTRACT REVIEW MANAGER



Class Summary

The responsibilities of this classification include supervising assigned insurance and contract review staff and providing coordination of all contracts and insurance for King County.
Distinguishing Characteristics

This is a single-level classification and is distinguished from other risk management positions in that this classification is primarily responsible for supervising, planning and scheduling workload of support staff and overseeing insurance and contract review for the County.  Incumbents provide technical input to subordinates on the applicable risk and claims laws.
Examples of Duties (May vary by position)

1. Supervise the work of section’s staff members.  Hire, assign and schedule work; evaluate performance and initiate disciplinary action when appropriate.

2. Review, evaluate and monitor all insurance and contracts for the County.

3. Advise County officials, officers, employees, agents and managers of serious or sensitive matters.

4. Develop policies and procedures related to insurance and contract review.

5. Identify and coordinate loss control projects with Risk Manager and claims officers.

6. Assist with budget allocations, resources and staffing needs.

7. Make policy decisions and recommendations on office operations and procedures.
8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of tort law
Knowledge of property and casualty claims adjusting
Knowledge of legal aspects of risk management and claims administration
Knowledge of RCWs and WACs
Knowledge of insurance principles and terminology
Knowledge of medical and legal terminology, practice and procedures
Knowledge of risk management principles of loss control
Knowledge of human resources principles and practices
Knowledge of management techniques and principles
Management and supervision skills 

Facilitation and problem solving skills
Analytical, investigative and research skills
Written and oral communication skills
Planning and organizational skills
Negotiation skills
Policy development and interpretation skills
Computer and data management skills
Skill in working under pressure and meeting deadlines
Ability to apply quantitative and qualitative analysis and evaluate data for decision-making
Ability to work effectively in a political environment
Ability to handle a number of projects or tasks simultaneously
Ability to work with diverse groups of individuals
Licensing, Certification and Other Requirements

Washington State Driver’s License.
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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