	
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA # 7617&7684
ANALYST’S INITIALS       
SM
DATE

12/18/2013


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE OR A FORMER PERMANENT OR PROBATIONARY STATE EMPLOYEE IN ORDER TO APPLY FOR THIS POSITION.


	2. CLASS TITLE

Assistant Risk Analyst
TWO (2) positions
	3. POSITION NUMBERS
306-049-4685-921

	4. TENURE

Limited Term
(2 Positions)
	5.  TIME BASE

 FORMDROPDOWN 
      
	6. CBID

R01
+

	7. OFFICE OF

Risk and Insurance Management
	9. LOCATION (CITY or COUNTY)

WEST SACRAMENTO
	13.  FORMDROPDOWN 
 SALARY

$3658-$4579


	8. SEND APPLICATION TO:

Risk and Insurance Management 
707 – 3rd Street, 1st Floor 
West Sacramento, CA   95605
Attn:  Karen Doran
Please indicate RPA#s 7684 & 7617 ORIM
	10. WORKING HOURS

MON - FRI,   FORMDROPDOWN 
 -  8-5
	

	
	11. PUBLIC PHONE NUMBER


(916)  376-1662
	

	
	12. SUPERVISED BY AND CLASS TITLE

SSM I
	14. FILE BY

01/03/2014


	THIS POSITION IS LIMITED-TERM 12-MONTHS.

THIS POSITION MAY BE EXTENDED AN ADDITIONAL 12 MONTHS,

OR MAY BE TERMINATED AT ANY TIME,

OR MAY BECOME PERMANENT AT A LATER DATE
GENERAL SELECTION CRITERIA

· SROA/Surplus employees are encouraged to apply and will be considered prior to other recruitment methods.

· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. 

· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.

· For recruitment, eligible SSA candidates will be considered.

Please Indicate RPA on the State application as well as your basis for eligibility (i.e., reemployment, reinstatement, or transfer. Applications received without the above information MAY NOT be considered for review.
Under general supervision of the Staff Risk Manager within the Insurance Services Unit, the incumbent supports the EMMP by providing equipment maintenance management, training to clients statewide, insurance policy review, renewal, and invoicing. 
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission.  That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.  
ESSENTIAL FUNCTIONS

Insurance Policy Servicing:

In order to provide effective insurance procurement services and update specifications for insurance policies written for client agencies, the incumbent will:

· Analyze client agencies existing maintenance contracts and equipment inventories; meet and discuss equipment maintenance needs and provide alternative assessments to those needs.

· Review quotations and coverage secured by insurance broker to ensure coverage properly protects the State from losses and enroll equipment into the Equipment Maintenance Management Insurance Program (EMMP) by preparing, and submitting required business or government forms to insurance broker.


	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE 
 Assistant Risk Analyst
	 POSITION NUMBERS
306-049-4685-921

	RPA Number

7617 & 7684
	File by 

01/03/2014
	


	ESSENTIAL FUNCTIONS (con’t.)
· Analyze equipment inventories and policies to resolve inventory reporting and coverage gaps; request coverage clarifications or corrections as necessary from the insurance broker.

· Receive signed bind letters accepting quote and coverage’s for client’s equipment. 
· Secure coverage and enroll client’s equipment onto the EMMP; providing binding confirmations along with equipment lists indicating each piece of equipment’s ID# under the EMMP.
Program Administration

In order to provide insurance coverage and comprehensive equipment management for client agencies, the incumbent will:

· Plan, develop and conduct workshops to present program cost effectiveness to state agencies.

· Develop program revenue projections; prepare executive documents, policy adjustments and invoicing by maintaining organized detailed client data records for each policy holder. 

· Validate calculated premiums, refunds, adjustments, using insurance rate standards and transmit invoices/refunds to client agencies.     

· Work in collaboration with the State’s insurance broker to determine most competitive insurance pricing and recommend best course of action to clients to realize savings without loss of coverage.

· Assist with research for any Legislative bill analysis impacting the EMMP. 

· In order to ensure all EMMP revenues/accounts receivables are collected timely, the incumbent will calculate and process DGS fees to SRF Fiscal Services.

· Research and work toward the collection of past due insurance premium invoices.
Client Service

In order to provide customer support to client agencies, the incumbent will:

· Prepare and provide supporting documentation to confirm insurance coverage is in place for State clients.

· Create client profiles and enroll agencies for on line access to provide comprehensive onboarding for all new clients.

· Responds to client inquiries to insure proper implementation and coverage. 

· Provide continuous education on the EMMP and its procedures to new clients and employees.

KNOWLEDGE AND ABILITIES

Knowledge of: California codes relative to insurance; legislative process; insurance and risk management techniques; current trends in business; insurance and government as it relates to risk management; and claims procedures.

Ability to:  Analyze problems and take effective course of action; read and write English at a level required for successful job performance; speak effectively; establish and maintain cooperative relationships with those contacted in the course of work; and read, interpret and apply rules, procedures and policies; analyze complex data; Interpret legislation; initiate programs for containment of risk; learn effective methods of risk management; and represent management views.

DESIRABLE QUALIFICATIONS

· Communication of technical information to a non-technical audience, both oral and written;

· Incorporation of risk management practices within state government practices.

· Microsoft applications; 

· Legislative process; 

· ABMS system; 

· Budget and fiscal procedures.

· Draft bid specifications;

· Take independent action with minimal supervision
INTERPERSONAL SKILLS 

· Successful interaction with all persons contacted in the course of work.

· Successful in a team environment.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES

· Professional office environment, business dress, according to current policy;

· Stressful environment with definite deadlines;

· Computer use;

· Infrequent overnight travel, one or two days at a time


	CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.
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