EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Insurance Officer
Department: Business Services
Grade: Single Status 9
Responsible to: Insurance Manager
Purpose of the Role:
As part of the Insurance (Fund and Policy) team, within the Finance ‘Centres of Expertise’, to provide a professional and comprehensive insurance service across the partnership of East Sussex County Council, Surrey County Council and Brighton & Hove City Council, including support, advice, and guidance to all Departments and schools on all aspects of Local Government relevant insurances and operational risk management.
This will include the provision of professional advice, insurance policy management, claims handling including regular interaction with claimants, and some supervision of the workload of the Insurance Support Officer. Also, raising payments and Purchase Orders on the council’s Financial system and providing claims data reports for policy renewals, general information requests and FOIs.
Key tasks:
1. Provide a comprehensive claims handling services for all ‘non liability’ claims including property, motor, computer, Business Travel etc. on behalf of all Council Departments and schools. 
2. Act as the key customer contact for the Insurance service and develop excellent  working relationships with internal and external customers, (including external claimants / members of the public) stakeholders and partners.
3. Work closely with external service providers, such as Insurance companies, brokers, surveyors, loss adjusters and solicitors to ensure the council maintains appropriate, cost effective insurances, and obtains best value when making claims.
4. Assist with the management of the council’s portfolio of risk financing solutions, including both external insurance policies and internal funding arrangements, to ensure that the council’s assets and liabilities are appropriately protected.
5. Effectively utilise the council’s claims handling system to efficiently handle all claims and to provide appropriate management information to identify claims trends and to support annual renewals and tender exercises.
6. Accurately and efficiently respond to all requests for specific insurance related data, including policy and claims information, in relation to specific requests, FOI requests etc. To be able to understand and explain the data in a way that can be understood by non-insurance stake holders.
7. Provide expert advice and guidance on Insurance and risk related matters, assisting officers and other stakeholders to make informed decisions.
8. Represent the Insurance service at internal and external meetings, working groups and project teams as required and brief senior staff on decisions made and issues requiring resolution.
9. Utilise the council’s Financial and payments systems to ensure premiums and claim payments are accurate and paid in accordance with current insurance policy terms and conditions.
10. In conjunction with other members of the team to undertake school survey visits, where appropriate.
11. Participate in team and Departmental meetings, training events and insurance industry led customer events.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Experience in commercial insurance.
2. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs.
3. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences, ability to challenge decisions and assumptions and able to illustrate the impact of insurance and risk related issues.
4. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations. 
5. Ability to use research to inform the content of reports where appropriate, and the ability to produce clear and accessible reports to be shared with managers. 
6. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
7. Ability to quickly learn the council’s own claims handling system, Local Authority Claims Handling System, (LACHS).
8. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
9. Awareness of the services supported and its context within the wider local authority agenda.
10. Ability to use own initiative in understanding and completing tasks.
11. Knowledge and understanding of the processes and procedures associated with insurance, including claims handling and insurance policy management.
12. Understanding of and ability to communicate insurance related issues.
13. Experience of working in an Insurance related environment including claims handling and policy management
14. Experience of delivering a customer-oriented service
15. Experience of interrogating computer systems to identify data and ability to understand that data.
16. A commitment to working as a positive and constructive team member, demonstrating a collaborative, trusted, empathetic and responsive working style.
17. The ability to adapt to change with flexibility
Desirable key skills, abilities, knowledge, experience, values and behaviours
18. Negotiation skills.
19. Knowledge of the risk financing and insurance solutions available within the Public sector.
20. Experience of delivering an insurance function in the Public sector.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	Yes

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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