
 

 

 
 

Job Title: Risk Manager Wage/Hour Status: Exempt 

 

Reports to: Executive Director of Pay Grade:              Admin Pay Group 5 

 Facilities and Maintenance 

  

Dept. /School: Facilities Date Revised:          1/5/2023 

 

 

Primary Purpose: 

 
Plan, direct, and coordinate safety and insurance programs of the district to control risks and 

losses. Analyze and classify risks and measure financial effect of risks on district. 

 

Qualifications: 

 
Education/Certification: 

Bachelor’s degree required; Preferred in Business or Business-related field  

 

Special Knowledge/Skills: 

Knowledge of risk management program development 

Knowledge of Texas workers’ compensation code 

Ability to manage budget while adhering to federal, state and local school accounting/purchasing 

regulation principles 

Ability to coordinate district risk management function 

Knowledge in the area of accident and property loss investigation 

Ability to implement policy and procedures 

Ability to interpret data 

Strong organizational, communication, and interpersonal skills 

Ability to use personal computer and software to develop spreadsheets, databases and word 

processing 

Ability to conduct on-site safety inspections of all district facilities 

 

Experience: 

Three years experience in risk management, insurance, or closely-related field 

 

Major Responsibilities and Duties: 

 
Risk Management: 

 

1. Direct and manage the district’s risk management, loss control, and safety programs. 

2. Direct workers’ compensation, unemployment, and property and casualty insurance 

negotiations; make sound recommendations for selection of insurance brokers and 

carriers. 



 

 

3. Work with brokers, insurers, service providers, and district personnel on the design, 

implementation, and monitoring of safety, loss prevention, and claims administration 

programs for the district. 

4. Receive and process accident reports/claims in a timely manner. 

5. Coordinate with insurance carriers property loss claims filed by the district. 

6. Review W/C claims for potential risks.  Act as liaison to Benefits Coordinator on W/C 

processes, claims review and precautionary methods needed to reduce claim exposure 

and prevent additional injuries 

7. Act as advocate/liaison for District’s employees regarding safety and Risk Management 

 

Policy, Reports, and Law: 

 

8. Identify, analyze and evaluate District’s risks and best solution(s) for elimination or 

reduction thereof as a means of preserving the District’s assets and ensuring District’s 

funds are spent toward educating children 

9. Implement the policies established by federal and state law, State Board of Education 

rule, and local board policy in area of risk management, including the District’s 403(b) 

plan. 

10. Compile, maintain, and file all physical and computerized reports, records, and other 

documents required for risk management. 

11. Recommend sound policies to improve program. 

 

Budget: 

 

12. Provide advice to upper management of loss exposure and accompanying risk regarding 

assets and employees. Recommend strategies to reduce these risks and loss exposures 

and their related costs. 

13. Monitor insurance program budgets and ensure that programs are cost-effective and 

funds are managed prudently. 

14. Assist with compiling budgets and cost estimates based on documented program needs. 

 

Personnel Management: 

 

15. Develop training options and/or improvement plans to ensure exemplary risk 

management operations. 

16. Supervise the Workers Compensation Specialist in the process of W/C claims. 

17. Other duties as assigned. 

 

Working Conditions: 

 
Mental Demands/Physical Demands/Environmental Factors: 

 
Maintain emotional control under stress. Ability to work independently with frequent interruptions. 

Occasional district travel. 

 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 

and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 


