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JOB DESCRIPTION 

				
	Job Title:
	Post No: 
	Grade:

	Risk & Insurance Manager
	
	HC11

	Directorate:

	Division/ 
Department:
	Section/
Location:

	Corporate Centre
	Finance
	Plough Lane

	Organisational information:

	Responsible to: Director of Finance (S151 Officer)

Professionally responsible to:
(where appropriate)


	Quantifiable measures relating to the post:
(eg. number of staff managed, number of patients, size of local population, budget)

	Responsible for:
· Claims Handler and Administrator
· Council-wide insurance premiums (including supporting schools, Hoople Ltd and Cyber Quarter Ltd)

	Key relationships/functional links with:
(main relationships with people inside and outside the organisation that the post holder will come into contact with during the course of their work)

	Internal:
Other staff at all levels, schools, internal audit.  Key stakeholders in the role include legal colleagues and staff across all Directorates.

External:
Members and committees, Hoople Ltd, other councils, external audit, insurance providers, brokers, major contract providers, tenants, schools and members of the public.


	Main Purpose of Job:

	· The overall aim of the role is to provide strategic and operational management of the council’s insurance arrangements, including ensuring adequate and appropriate insurance cover.
· To provide relevant assurance on the arrangements in place for the proper administration of the authority’s risk management, insurance, and claims management services in line with best practice and industry standards.
· To manage the delivery of risk management, insurance and claims management, including resources, for the council and external clients, by ensuring it remains relevant to current and future risks.
· To manage the annual insurance policy renewal process across all council policies, ensuring value for money and appropriate cover.
· To support Directorate and Project Teams in identifying, mitigating and reporting risk in line with Herefordshire Council’s Risk Management Plan.
· To provide support / training to services in the implementation of the council’s Risk Management Strategy and Risk Appetite Statement.
· To support the annual refresh process of the Council’s Risk Management Strategy and insurance arrangements to include the assessed financial consequences.
· To provide a professional lead, supporting operational teams, on all risk and insurance issues, working collaboratively across the organisation to support the delivery of the Risk Management Strategy and risk management framework.
· Work closely with Internal Audit services to ensure proactive risk mitigation measures are adopted to deliver the optimum cover for the lowest insurance premium costs.


	Main Responsibilities/Accountabilities/Key Result Areas: 

	The jobholder will be expected to complete the responsibilities/accountabilities effectively in order to deliver the key objectives of the organisation:

· The post holder manages the commissioning cycle for insurance contracts and is the primary liaison officer with customers on contractual and performance measures. 
· The post holder will manage and lead an insurance team, being the Claims Handler and Administrator, Insurance Assistant and external support, in providing a full and quality insurance service including providing detailed insurance claims management and the preparation and maintenance of records of the Council's insured assets.
· To also develop and deliver an effective and proactive insurance provision to operational services and support to staff on all aspects of operations and to ensure insurance requirements are adhered to, ensuring a high standard of customer service is maintained. 
· To ensure that Herefordshire Council is adequately insured and act as the primary contact for customers and insurance providers.
· To embed and support further developments of the council’s Risk Management Strategy, including assisting with regular reporting to member and Committees.
· To educate and advise on the probability, nature and scope of risks and opportunities and their likely impact to assist achieving a balanced approach to risk and opportunity (in line with the Risk Management Strategy).
· To assist in embedding risk management into strategies and policies.
· To evaluate and assess significant new or changing services, processes, operations and control processes coincident with their development, implementation and / or expansion.
· To manage the commissioning process for all externally purchased insurance contracts and ensure insurance policies are in place in accordance with operational requirements and risk profile.
· To manage the Insurance Provision and Reserves position and advise on appropriate levels over the medium-term.
· Providing insurance and risk support to projects, commissioning and contracting processes and reviews, providing information advice and appraisals as required 
· To manage contract and performance elements of insurance contracts 
· The postholder will have an influence and assist in the development of corporate projects and strategies, systems, policies and procedures by proposing policy and/or service changes and reports on a regular basis. 
· To develop, implement and maintain a reporting framework for risk and insurance.
· Develop, implement and maintain procedures and potentially systems to enable the delivery of robust, accurate and timely operational performance reporting.




	Job Activities:
	Frequency

	
Job Activities:
· To embed and challenge services to embed the risk management plan, including assisting with committees 
· To arrange insurance policies in accordance with the policy holders operational requirements and risk profile
· To advise service areas on all risk mitigation and insurance cover they need to have in place to protect against risk
· To co-ordinate the collection of evidence, the provision of statements to be used in Court, Hearings, Appeals, etc., and attend as appropriate 
· Lead on self insurance and lower than excess claims protocol and procedures
· To manage all financial enquiries, provide estimates, check and authorise accounts for payment as appropriate.
· To proactively manage and advise of the amounts retained in the Council's Insurance Provision and Reserves pre-empting any issues which may arise financially.
· To proactively produce comprehensive statistics relating to all insurance claims processed and to report these to committee/directorates on a regular basis.
· To be responsible for ensuring the preparation / checking of insurance or claims data and responding to Freedom of Information or Environmental Information Requests, media enquiries and benchmarking exercises. 
· To work with stakeholders to ensure the embedding of a robust risk management techniques providing professional advice. 
· To be responsible for ensuring the provision of insurance and risk support to projects, commissioning and contracting processes and reviews, providing information advice and appraisals as required. 
· To drive, develop, and provide accurate, efficient and proactive insurance support through the management of staff as allocated, including substantial claims
·  To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Equality and Diversity Policy
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	Other information: 

	1. The post holder will be required to comply with the organisation’s policies and procedures, and to undertake all mandatory training as required. 

	

	2. All employees must be able to commit to Herefordshire Council’s equality policy and values, treating colleagues and customers with dignity and respect.  All forms of bullying and harassment, and the use of inappropriate language, are unacceptable.


	3. This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.


	4. Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.


	5. In order to recruit the best people for our organisation, all requests for flexible working arrangements will be considered, and we offer a fully inclusive and accessible recruitment process.


	6. The organisation has a no smoking policy.  Staff are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.




	Line Manager Name:
	Date:

	Director of Finance (S151 Officer)
	13/10/2025

	Date Job Description last reviewed:
	

	13/10/2025
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