
STPSO 

Job Description 

 

 

Job Title: Risk Manager 

FLSA Status: Exempt  

Reports To: Deputy Chief and Major of Professional Standards 

Prepared Date: March 16, 2017  

Salary Range: $50,932 - $64,491 

 

 
SUMMARY – Plans, directs and coordinates risk and insurance programs of the Agency to control 

risk and losses by performing the following duties personally or through subordinate supervisors. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES -  Include the following.  Other duties may 

be assigned. 

 

 Coordinates insurance programs for risk management including but not limited to fidelity, 

surety, liability, property, group life, medical, long term disability, occupational.  

 Performs risk detection, assessment, prevention and appraisal. 

 Develops and implements strategies with risk management, insurance carriers, finance, and legal 

counsel to achieve contract compliance, resolve claims, and address other areas of dispute. 

 Manages insurance coverage and claims of the Sheriff’s office including general liability, 

property, fleet, subrogation activities, safety and security programs and activities, group 

hospitalization and life insurance activities, as directed by Legal Counsel and in accordance with 

the risk management ordinance, as appropriate.  

 Selects appropriate technique to minimize loss such as avoidance, loss prevention and reduction, 

retention, grouping of exposure units, and transfer. 

 Assists with insurance negotiations and the selection of insurance brokers and carriers, and 

places insurance. 

 Manages the appointment of claims, self-insurance, and allocates program costs. 

 Monitors, researches, analyzes, and prepares reports for the Sheriff’s office general liability 

insurance and property insurance.  

 Prepares operational and risk reports for management analysis. 

 Develop and implement cost containment and litigation management procedures with legal 

counsel. 

 Reviews agency contracts (with the help of legal counsel) and agreements for language affecting 

risk management and loss control considerations; reviews documents to identify and rectify 

deficiencies, assure that insurance requirements are adequate and current, and renewal is 

accomplished in a timely manner. 

 Processes and investigates all claims for damages; prepares claim and lawsuit information for 

attorneys and insurance claims adjusters. 

 Maintain Sheriff’s office insurance files; confers on a regular basis with Sheriff’s Insurance 

Broker or consultants to update risk management program. 

 Recommends policies and procedures to better manage risks and control losses or organization. 

 Responsible for federal and state reporting. 

 Provides back-up to other related positions. 

 

 



SUPERVISORY RESPONSIBILITIES - This job has supervisory responsibilities assigned. 

 

QUALIFICATIONS:  To perform the job successfully, an individual must be able to perform 

each essential duty satisfactorily. The requirements listed below are representative of the 

knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

EDUCATION AND EXPERIENCE - Bachelor’s degree in related field. A minimum of five (5) 

years’ insurance or claim experience; or an equivalent combination of education, training and/or 

experience.  

 
LANGUAGE SKILLS - Proven written and verbal communication abilities; Demonstrated ability 

to read, understand and interpret contract and insurance documents and forms.  Ability to 

effectively present information and make appropriate recommendations.  Ability to write reports 

and business correspondence.  Demonstrate strong interpersonal skills with the ability to work with 

individuals at all levels, both internal and external.   

 

MATHEMATICAL SKILLS - Ability to add, subtract, multiply, and divide in all units of 

measure, using whole numbers, common fractions, and decimals.   

 

REASONING ABILITY - Ability to solve practical problems. 

 

CERTIFICATES, LICENSES, REGISTRATIONS - Valid Louisiana Motor Vehicle Operator's 

License; proof of residency of St. Tammany Parish (voter’s registration card); birth certificate 

(minimum age of 18 years); Social Security Card.  ARM, CRMA, PRM, or equivalent Risk 

Management professional certification(s) are preferred. 

 

COMPUTER SKILLS - To perform this job successfully, an individual should have proficiency 

with computer applications, including Microsoft Office Suite and Internet. 

 

PHYSICAL DEMANDS - The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee is frequently required to sit and talk or hear. 

Specific vision abilities required by this job include close vision. 

 

WORK ENVIRONMENT - The work environment characteristics described here are 

representative of those an employee encounters while performing the essential functions of this job. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

The noise level in the work environment is usually quiet. 

 


