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POSITION NUMBER
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NORMAL WORKING HO—URS (Explain unusual or rotating shift):

FROM: 8:00 am. TO: 5:00p.m. Report in location & work hours subject to change_
JOB DESCRIPTION AND WORKER CHARACTERISTICS

Y% Job Duties in Order of Importance Knowledge, Skills & Abilities

50

JOB CODE TITLE
Program Administrator 3

Ly § 27 16 (&)

Provides pre-loss program direction within Office of Risk Management
(ORM) & formulates & implements program policy (e.g., risk identifi-
cation & evaluation, loss prevention & control, hazard mitigation):
conducts risk assessments & identifies feasible risk transfer strategies
(e.g., contractual transfer, self-insurance, purchase of insurance, or
combination thereof) & assists with creation of complex enterprise risk
management programs; monitors risk transfer decisions to ensure tech-
niques chosen remain effective; monitors adverse trends, loss frequen-
cy, loss severity & other negative loss patterns that may adversely af-
fect the financial stability of the risk management reserve fund; re-
searches & analyzes property, casualty, vehicle liability & multi-line
tort coverage; identifies coverage gaps & makes recommendations to
improve terms & conditions of insurance policies; sets goals, objectives
& measurements of program effectiveness; assists with determination
of limits of insurance/self-insurance & levels of retention; researches,
evaluates & analyzes historical & current data & trends to aide Admin-
istrator in decision process; develops projections & forecasts on proper-
ty, casualty, vehicle liability & multi-line tort exposures; directly su-
pervises, trains, & instructs staff (e.g. delegates assignments & moni-
tors progress; sets goals & objectives; prepares performance evalua-
tions; approves leave requests; interviews applicants & makes recom-
mendations to administration); formulates complex queries, forecasts
rates, premium & loss information & prepares necessary statistical data
reports for insurance, risk management & actuarial purposes; acts as
Risk Management Information System (RMIS) administrator; develops
RMIS policies & procedures pertaining to user privileges & data integ-
rity; assists with providing consulting services to state agencies in de-
signing & implementing specialty risk programs; makes presentations
to officials at all levels of state government; provides backup to Risk
Administrator to ensure business continuity.

Knowledge of (1) Property & casualty
underwriting & coverage; (2) laws, rules &
regulations relating to risk management
(e.g., ORC Sections 9.821, 9.822, 9.823 &
9.83 & Ohio Administrative Code*); (3)
governmental structure & process*; (4)
property & casual-ty terms & conditions;
(5) risk management principles, practices
& procedures; (6) business administration;
(7) public relations; (8) risk assessment; (9)
premium allocation formulas; (10) insur-
ance contracts; (11) tort & contract law:
(12) finance & actuarial concepts; (13)
budgeting as it relates to insurance pro-
grams & organization; (14) management;
(15) supervisory principles/techniques; (16)
motor vehicles; (17) speech & written
communication; (18) safety practices*:.
Skill in: (19) operation of a PC & associat-
ed software (e.g. Microsoft Word, Excel,
SAP Business Objects, Power-Point, Out-
look, OAKS*).

Ability to (20) define problems with many
variables, collect data, establish facts, draw
valid conclusions & deter-mine specific
action; (21) handle sensitive inquiries; (22)
communicate effectively in written & oral
form; (23) develop comprehensive analytic
reports; (24) interview job applicants effec-
tively; (25) establish friendly atmosphere
as supervisor.

*developed after employment.
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8 & [ NORMAL WORKING HOURS (Explain unusual or rotating shift):
Bk FROM: 8:00a.m.. TO: 5:00p.m. Report in location & work hours subject to Change
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Assists administrator in complex administrative duties: assists with Knowledge of 1, 2*, 3%, 4,5% 6,7, 8, 9,
preparation of budget; negotiates contracts & develops rates; reviews 10%, 11, 12, 13, 14, 15, 16, 17, 18%
state contracts & makes recommendations for insurance requirements at | Skills in 19
the request of agency legal counsel or Attorney General; evaluates rec- Ability to 20, 21, 22, 23, 24
ommendations by risk management staff; contracts with consultants &
actuaries for forecasting, risk analysis & cost of risk allocation &
trends; assists with formulation of guidelines & timeframes used by risk
management staff & state agencies regarding risk management process-
es & procedures; prepares proposed changes in operational directives;
;5 researches, creates, assists with development & implementation of new
5 programs; prepares written proposals & assists with development of bid
& *é & procurement related documents.
= =
E E 20 | Manages property & casualty underwriting function, including delega- | Knowledge of 1, 2*, 3* 4, 5% 6,7, 8, 9,
= g tion of duties: Coordinates all property, casualty, vehicle liability & tort | 10%, 11, 12, 13, 14, 15, 16, 17, 18*
% 2 liability underwriting data from appropriate sources; obtains inventory | Skills in 19, (26) database development
: = information for real & personal property; establishes guidelines & Ability to 20, 21, 22, 23, 24
o = timeframes for policy renewals, contract renewals & endorsement re-
= R i . . ) : :
& quests, & invoicing by unit; reviews driving records & provides direc-
& tion to agencies if high risk driving habits are identified; provides soft-
ware support for unit; develops database & web applications for analyt-
ical use of unit.
10

Handles questions & inquiries from state agencies, employees & gen-
eral public: conducts meetings with state agency directors &/or agency
representatives explaining services provided; gathers data, statistics,
maintains records & creates insurance/self-insurance reports; approves
risk management related vendors

Knowledge of: 1, 2%, 3%, 7, 10, 11, 13, 14,
15, 17

Skill in: 19, 26

Ability to: 21, 22, 23

* developed after employment.
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