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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

9909 -ORIM
ANALYST’S INITIALS

AIO
DATE

4/27/2015


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Associate Risk Analyst 
	POSITION NUMBER

306-042-4658-001
	TENURE

Limited Term
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Risk and Insurance Management
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

$4,488.00
TO
$5618.00

	SEND APPLICATION TO:

Department of General Services
Office of Risk and Insurance Management
707 3rd Street, 1st Floor, Room 1-330
West Sacramento, CA 95605
Attn:  Rosa Bellamy
	REPORTING LOCATION OF POSITION

707 3rd Street, 1st Floor, West Sacramento, CA 95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1662
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Staff Risk Manager l
	FILE BY

5/14/2015


	FOR RECRUITMENT PURPOSES WILL CONSIDER ASSISTANT RISK ANALYST, PAY AND DUTIES WILL BE ADJUSTED ACCORDINGLY. 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<br>
<br>
SELECTION CRITERIA<br>
· SROA/Surplus employees are encouraged to apply.<br>
· Transfers, reinstatements, or recruitment from employment list may be considered. Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer eligibility from the employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled<br>
<br>
Please Indicate RPA 9909 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. <br>
<br>
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. <br> 

<br>
ESSENTIAL FUNCTIONS<br>
<br>
In order to protect the assets of the State of California, and in accordance with Government Code Section 11007.7 and State Contract Manual Sections 3.12 and 7.4, and In compliance with this Executive Order, various Government Code sections and all other applicable laws, rules and regulations, the incumbent performs the following duties: <br>
<br>
In order to reduce the State’s insurance cost, emphasize safety on construction projects and ensure insurance requirements are met by utilizing Owner Controlled Insurance Programs (OCIPS) and the Master Builders Risk Program (MBRP) the incumbent performs the following duties at a more complex level:<br> 
· Reviews client agencies upcoming building projects and meets with construction managers to identify suitable projects for inclusion in OCIPs and MBRP. <br>
· Works 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<br>
· Analyzes quotations and coverage secured by insurance broker to ensure coverage properly protects enrolled projects and requests coverage clarifications or corrections as necessary from the insurance broker. <br>



	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

Associate Risk Analyst 
	POSITION NUMBER

306-042-4658-001
	RPA NUMBER

9909-ORIM 
	FILE BY


5/14/2015

	· Develops Request for Proposals (RFP) for the selection of insurance brokers by preparing statement of work, contractor requirements and scheduling bidders conference. <br>
· Participates in awarding and executing agreements by conducting bid openings and preparing and distributing agreement documents to appropriate parties. <br>     
<br>
In order to provide effective insurance policy management, procurement services and update specifications for all insurance policies and programs written for client agencies, the incumbent performs the following duties at a more complex level: <br>
· Reviews quotations and coverage secured by insurance broker to ensure coverage properly protects the State from losses. <br>
· Analyzes policies to solve inventory reporting and coverage gaps; requests coverage clarifications or corrections as necessary from the insurance broker. <br>
· Enrolls equipment into the Equipment Maintenance Management Insurance Program (EMMP) by preparing, and submitting required business or government forms to insurance broker. <br>
· Develops program revenue projections, prepare executive documents, policy adjustments and invoicing by maintaining organized detailed client data records for each policy holder. <br> 

· Validates calculated premiums, refunds, adjustments, using insurance rate standards and transmit invoices/refunds to client agencies. <br> 

· Works 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. <br>
· Plans, develops and conducts workshops to present insurance programs’ cost effectiveness to state agencies. <br>
· Prepares and provides written reports of data regarding the State’s insurance to control agencies such as the State Treasurer, Department of Finance and State Controller as requested. <br>
<br>
In order to:  a) Assist with ensuring appropriate claims handling of Worker Compensation (WC) claims by a Third-Party Administrator (TPA) on behalf of the Department of Rehabilitation (DOR),Business Enterprise Program (BEP); b) Assist with confirming agreements between all parties are fully understood and complied with; c) Assist the DOR in the financial management of programs, the incumbent performs the following duties at a more complex level: <br>
· Reviews and monitors WC claims, to ensure cases are actively handled to resolution. <br>
· Reviews Workers Compensation (WC) settlement request packages received from the TPA, by ascertaining that the necessary supporting documentation has been received (i.e., employees work history, pertinent medical documentation, etc.).  Analyzes documents and approves appropriate settlement authority on all claims exceeding $25,000, based on applicable WC laws. <br>
· Serves as a liaison between DOR and the TPA, by keeping DOR apprised of current, changed, or new WC laws, or on such issues as: program policies and procedure changes that may affect the handling of WC claims for the programs. <br>
· Monitors claim files by identifying and addressing issues both verbally and in writing caused by failure to report, roles and responsibilities, etc. <br>
· Monitors open high cost claim files on a quarterly basis through a sampling of claim files and information received from the TPA to ensure those cases are being actively handled to resolution. <br>
· Monitors the TPAs performance through yearly auditing of claim files to ensure compliance with labor and insurance codes.  Prepares report of audit findings to TPA, by reviewing claim files to determine appropriate handling and provides written recommendations to DOR as to issues that are out of compliance. <br>
· Acts as an agent for the DOR in the management of the TPA<br>
· Assists DOR in the preparation and drafting of service contracts and amendments, by reviewing proposed contract and providing recommendations. <br>
· Monitors contract allotments and expenses through review and approval of TPA billings, claim reports, and loss history data; recommends to DOR proper amount of allotment required for future fiscal years<br>
<br>
In order to provide effective risk management and consulting services, the incumbent performs the following duties at a more complex level: <br>
· Reviews insurance certificates and forms for compliance with respective contract language; identifies coverage gaps, requests coverage clarifications or corrections as necessary from the client agencies and approves as appropriate. <br>
· Performs thorough risk and cost-benefit analysis to determine and address client agencies risk management needs.<br>
· Provides training, through one-on-one consultation or group setting, to client agencies on certificate review and appropriate contract language.<br>
· Reviews and prepares analysis of proposed legislation affecting insurance matters pertaining to ORIM and its clients and reports findings to management.<br> 

<br>
KNOWLEDGE AND ABILITIES<br>
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; and in-depth understanding of budget, fiscal, insurance rating and claims procedures. <br>
<br>
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; 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; represent management views and; draft bid specifications; assist in training lower level analysts and take independent action with minimal supervision. <br>
<br>
DESIRABLE QUALIFICATIONS<br> 

Ability to: <br>
· prioritize and meet established deadlines.<br>
· act tactfully in difficult situations and effectively negotiate and resolve issues. <br>
· communicate in a clear and concise manner in various settings. <br>
· identify, define and articulate issues and risks and facilitate, track and monitor their resolution. <br>
· consistently exercise good judgment<br>
· consistently exercise a high degree of initiative, independence. <br>
<br>
Demonstrate: <br>
· open-minded and flexibility to other ideas and solutions. <br>
· reliability in attendance, project completion, and organization through consistent performance and attendance.<br>
· proficient use of Microsoft Office (Outlook, Word, Excel, Power Point) <br>
<br>
INTERPERSONAL SKILLS<br>
· Ability to communicate and problem-solve in a productive, rational, and non-emotional manner. <br>
· Ability to work independently or with a team; follow, lead and coach others. <br>
· Effective communication with the general public; private sector professionals; and people of various levels of responsibility within state government. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
•
Appropriate dress according to office environment. <br>
•
Fast paced environment with multiple tasks and tight deadlines. <br>
•     Frequent and prolonged periods of use of personal computer work station. <br>
<br>
The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation<br>

<br>




