


HR/Risk Management Coordinator, Human Resources & Risk Management
Department

physicals).
Assists with other leave programs as necessary, such as medical leaves of absence,
management referrals to the Employee Assistance Program (EAP), intaking and tracking

of disciplines, etc.

Coordinates, conducts, or assists with safety training programs and inspections to ensure
compliance with all policies and standards.

Recommends updates to and implements risk management policies and safety
standards.

Reviews certificates of insurance for accuracy and compliance.
Assists legal counsel with risk management documents and files during litigation.

Coordinates other risk-related functions (e.g., drug free workplace testing) according to
established guidelines.

Assists with the preparation of preliminary budgets for the risk management division;
participates in budget review meetings. Prepares budget status reports as needed.

Compiles data for risk management monthly reports and budget projections; makes
analysis of current and future financial budgets in relation to prior year's budgets and
actual expenses.

Conducts and responds to internal and external surveys as required.

Monitors the risk management budget, and tracks fund expenditures.

Schedules and attends various City staff/administrative meetings as needed; takes the
minutes, prepares meeting minutes, and distributes completed minutes to Committee

members.

Assists with the City’'s Safety Action Committee; schedules meetings, responsible for
meeting minutes and any follow-up items as needed.

Assists with the Request for Proposals (RFP) process for risk management.

Coordinates random drug testing with department/division supervisors and the City's
Physician of Record.

Routinely prepares communications regarding risk management and safety event items
to be emailed to all employees and posted on the intranet.
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Department

Performs other related duties as required.

MIN'MI lll_TDAlLllur\ _A—rln I:‘(_P'-QIENCE

Requires a Bachelor's degree in Business Administration, Public Administration, Risk
Management, or closely related field, with three (3) years of recent, verifiable work
experience in human resources, liability and/or workers compensation claims, and/or risk
management.

Experience in public sector and/or risk management certification(s) is preferred.

Incident Command Systems (ICS) component certifications of the National Incident
Management System (NIMS), or the ability to obtain required certifications within 6 months
of hire is required.

Work experience in the use of Microsoft Office, specifically Outlook, Word and Excel, as
well as human resources and/or risk management information systems and report writing
programs.

An equivalent combination of education and experience may be considered.

PECIAL RF™JIREMENTS

Must possess a valid Florida driver's license.

The Florida All-lines Adjuster (ALA) License, or completion of basic coursework in Risk
Management is desirable. Attainment of the Associate in Risk Management for Public
Entities (ARM-P) designation is highly recommended as the departn 1t budget allows.

This position is Category B for the purposes of Dunedin Emergency Management. The

incumbent may be required to be onsite/available as scheduled during times of
emergency as declared by the City/County Commission or City Manager.

PERFORMANCE INDICATORS

Knowledge of Job: Has thorough knowledge of the methods, procedures and policies
of the City of Dunedin as they pertain to the performance of essential duties of the
HR/Risk Management Coordinator. Is knowledgeable in the laws, ordinances, s 1d ds









