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● Assess, research and analyze campus loss data, including causes of loss, and
direct training/outreach programs and/or loss prevention funding to high-risk
areas and/or identify/implement corrective action

● Develop long-term strategic plans
● Develop policies, procedures, regulations, and guidelines
● Evaluate effectiveness of existing programs and identify areas for improvement
● Conduct risk assessment of new and existing programs
● Perform audits to ensure compliance with associated laws and regulations
● Perform complex risk analysis and develop/implement risk mitigation processes
● Review/analyze/establish insurance provisions for contracts and agreements
● Negotiate contract provisions with outside entities
● Supervise staff

LEVELS AND COMPETENCIES
The primary distinction between levels is reflected in the Level Descriptors. As levels
progress, scope, complexity and degree of independence increase. Higher levels may
perform duties of lower levels. Education and experience are stated at the minimum
threshold for the level. Additional �
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Knowledge, Skills, and Abilities
Knowledge of a multitude of computer operations, systems, databases, and software
programs. Knowledge of risk management or claims or insurance principles, practices,
theories and terminology. Skilled in record keeping, office management and accounting
procedures. Skilled in providing excellent customer service. Effective oral and written
communication skills. Ability to maintain professionalism and tact. Ability to understand
and comply with confidentiality laws and general practices. Ability to prioritize work,
multi-task and track and file multimedia information. Ability to interpret and apply laws,
legal concepts, insurance principles, regulations and policies.

Education and Experience
Associate’s degree in a related field, and two years progressively responsible relevant
experience (i.e. medical, insurance or claims industry experience), or an equivalent
combination of training and experience. Professional licensure or certification may be
required.

Level 2

PCLS: 04622

Grade 78

Non-Exempt

Descriptors
Work is performed under intermittent supervision. With assistance and review from
supervisor; works on risk management programs and projects that are large in
complexity* OR scope*. Monitor, investigate, analyze, and resolve risk management
issues. Apply problem solving, research, and analytical skills to ensure compliance with
rules, regulations, processes, codes, policies and procedures. Provide special reports to
campuses, vendors and risk management communities. Has fiscal responsibility and
may lead** as a secondary function. May identify new services, processes, programs
and opportunities for improvement. Positions at this level may have limited settlement
authority.

Knowledge, Skills, and Abilities
Same as level one, plus: Intermediate knowledge of risk management or claims or
insurance principles, practices, theories and terminology. Intermediate knowledge and
ability to interpret and apply federal and state laws and regulations, insurance, tort, and
contract law. Knowledge of investigative techniques and medical conditions/terminology.
Negotiation, problem solving, and analytical skills. Skilled in conflict resolution. Ability to
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develop and conduct training programs. Ability to analyze complex situations and make
sound decisions. Ability to negotiate.

Education and Experience
Bachelor’s degree in a related field and three years progressively responsible relevant
experience (i.e. risk management or insurance industry experience), or an equivalent
combination of training or experience. Professional licensure is required for adjusters.
Professional licensure or certification may be required for other functional areas.

Level 4

PCLS: 04624

Grade 82

Exempt

Descriptors
Work is performed under general direction. This is the senior level responsible for
multiple risk management programs including planning, developing, and directing
programs, operations or projects at the system-wide level. Positions at this level are
given large latitude in decision making and make decisions that have a large impact and
require significant discretion in decision making. Investigate, research, and develop loss
prevention and cost containment programs. Develop training curricula and present
information in multiple forums to diverse audiences. Compile risk assessment reports
and provide training /outreach to high-risk areas to mitigate risk. Develop long-term
strategic plans. Represent the university on claims and risk management issues.
Oversee and review audits and mandatory reports. May process multi-line claims (which
are unlimited in complexity* AND scope*) including investigation, determination of
liability, and settlement. Monitor legal and insurance environments at state and national
levels for developments affecting claims and other risk management programs. May
supervise and lead employees as a secondary function.

Knowledge, Skills, and Abilities
Same as level three, plus: Expert knowledge of claims, risk management, and
insurance principles, policies and terminology. Expert knowledge and ability to interpret
and apply federal and state laws and regulations specific to this professional field as
well as those that impact higher education in general, insurance laws, tort, and contract
law. Program management and development skills. Ability to develop and recommend
change. Ability to develop and manage budgets. Ability to develop, implement, assess
and administer policies, procedures and strategies.
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Education and Experience
Bachelor’s degree in business administration, risk management, or other related field,
and five years progressively responsible relevant experience (i.e. risk management or
insurance industry experience), or an equivalent combination of training or experience.
Master’s degree preferred.

Professional licensure is required for adjusters. Professional licensure or certification
(AIC, ARM, CPCU, CRM) is preferred and may be required for other functional areas.

Level 5

PCLS: 04625

Grade 83

Exempt

Descriptors
Work is performed under administrative direction. Direct diverse claims, risk
management and emergency management programs and budgets that are moderate in
complexity* 
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