EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Insurance Support Officer
Department: Business Services
Grade: Single Status 5
Responsible to: Insurance Manager (Fund & Policy)
Purpose of the Role:
The Insurance (Fund & Policy) team is part of the Finance Centres of Expertise and provides a professional insurance and risk management service across a unique local government partnership comprising East Sussex County Council, Surrey County Council and Brighton & Hove City Council. The service helps protect public resources by ensuring that appropriate insurance arrangements are in place, supporting effective claims management and providing advice on insurable risks. Its customers include council departments, maintained schools, partner organisations and members of the public. The team also works closely with external partners such as insurers, insurance brokers, loss adjusters and specialist engineering inspection providers to ensure claims are managed fairly and efficiently and that insurance cover remains fit for purpose. Through this work, the service helps councils and schools recover from unexpected losses, supports continuity of vital public services and promotes effective risk management across a wide range of activities,
The Insurance (Fund & Policy) team plays a key role in delivering these objectives by managing insurance arrangements, supporting claims administration, maintaining accurate insurance data and providing guidance to stakeholders. The team's work covers a diverse range of areas, from damage to council property and schools through to motor, engineering and travel-related claims. This variety offers a unique insight into how local government services operate and how insurance supports behind the scenes. The team combines technical insurance knowledge with a strong customer focus, helping colleagues across the partnership understand risks, navigate claims processes and make informed decisions.

The Insurance Support Officer is a support and development role that contributes directly to the successful delivery of the partnership's insurance service. Working as part of a small and experienced team, the postholder will provide administrative and operational support while developing knowledge of local authority insurance and claims handling. The role offers regular interaction with a wide range of stakeholders, including council officers, schools, insurers, brokers and members of the public. The position is particularly suited to someone who enjoys working with detailed information and providing excellent customer service.
One of the most interesting aspects of the role is the breadth of exposure it provides to different areas of local government and Insurance. The postholder will help support claims and insurance activities affecting services used by thousands of residents, while gaining experience of local government, insurance markets and risk management practices. The role can also be challenging, requiring the ability to manage competing priorities, work accurately with detailed data and respond professionally to enquiries that may arise following incidents or losses. In return, it offers the opportunity to develop specialist knowledge, build relationships across multiple organisations and make a meaningful contribution to protecting public services and resources.
Key tasks:
1. Provide administrative support to the Insurance (Fund & Policy) team.
2. Assist with the administration of property claims, including general and education property claims, motor claims, computer claims and business travel / school journey claims and any other appropriate claims.
3. Enter policy and claims related data into the council’s claims handling system, Lachs, and to interrogate the system to provide data reports, information requests and FOI responses. 
4. Liaise with external service providers, including Insurance companies, brokers, loss adjusters and engineers both in relation to claims, and to assist in ensuring insurance policies are maintained and claims handled efficiently and effectively.
5. Provide appropriate advice and guidance to schools and other council Departments in relation to their insurance cover and any claims process.
6. Learn and consequently support the council’s Engineering inspection documentation review process, including liaising with Property and Estate managers to ensure compliance with stated requirements and recommendations
7. Learn, develop and maintain knowledge of the workings of the Insurance market, including underwriting practices and relevant legal precedents, to support the partners.
8. Respond to incoming telephone and e-mail enquiries from internal and external customers, including enquiries from the public.
9. Accompany members of the team of school survey visits, where appropriate.
10. 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 education and qualifications
1. RQF level 2 in Maths and English Language.
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams.
3. Ability to plan and organise a varied workload, on occasion working to short deadlines. 
4. Ability to maintain professional standards at all times.
5. Ability to work effectively as a member of a team.
6. Ability to use own initiative in understanding and completing tasks.
7. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs. 
8. Ability to accurately input data into a computerised system.
9. Experience of working in a busy environment.
10. A commitment to personal and professional development. 
11. A commitment to equal opportunities and anti-discriminatory practice.
12. Commitment to travel as required by the needs of the service.
Desirable key skills, abilities, knowledge, experience, values and behaviours
13. Knowledge of the workings of the insurance industry.
14. Experience of working in an ‘insurance related’ environment.
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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
	No

	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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