12151

Senior Human Resources Specialist, Risk 


Grade:  6

FLSA: Non-Exempt

Date:
07/24

Job Summary:  Prepares and assists in claims management and in the preparation of various materials relating to personnel and risk management. Performs fiscal and billing duties and other duties as assigned. This position requires a high degree of confidentiality and attention to detail.

Essential Functions:
· Monitors and processes all self-insured risk management claims; provides weekly status reports to supervisor;
· Performs fiscal duties including but not limited to preparation of requisitions, processing of invoices for payment, deposit of insurance payment, prepares journal entries and budget amendments, etc., for risk management;
· Maintains and updates the OSHA 300 Log, complies with OSHA surveys;

· Assist with the HR and Risk annual budget entry into HTE and monitors accounts and fund balances;

· Performs department fiscal duties including but not limited to preparation of requisitions, journal entries, and budget amendments; and processes invoices for payment;

· Communicates with claim representatives, injured workers, supervisors/managers, medical providers, and vendors to obtain and provide claim information;

· Sets up and maintains electronic and department files and records; processes related documents;

· Tracks all risk management claims, maintains up-to-date spreadsheets, requiring proficient skill in Excel;
· Prepares and updates account reconciliation spreadsheets;

· Assists in scheduling of training and tracks participation in database;

· Assists in conducting and coordinating safety and OSHA required trainings; conducts Bloodborne Pathogen training; maintains tracking system and training schedule for employees;

· Tracks and maintains current Certificates of Insurance and various insurance schedules for fire and rescue departments  
· Provides back-up front desk coverage,
· Requests and tracks proof of insurance requests;

· Participates and prepares minutes for the quarterly Safety Committee Meetings; serves as a participant of the Loss Control team; 
· Assist in maintaining compliance with and enforcing the County’s Safety and Health Policy; 

· Provides input and assistance reviewing injury and loss reports; may assist in conducting accident investigations; helps to identify safety training needs; may assist with employee safety training; 

· Maintains employee first aid kits and supplies; including the Hep B vaccine program compliance;
· Maintain and keep current employee portal in subject area; 

· Assist with developing risk communication materials for use during orientation, with employee newsletter contributions, and with the risk bulletin board; 
· Manages risk files in accordance with approved department retention policies and practices; 
· Assists in projects and special assignments; 
· Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Basic knowledge of the practices and procedures of human resources, fiscal background, and of the department in general;

4. Knowledge of medical terminology and medical billing procedures;
5. Ability to multi-task.
6. Ability to effectively communicate with other staff;
7. Ability to conduct research;
8. Ability to maintain confidentiality and accurate records;
9. Ability to operate relevant computer systems, including hardware and software, and simple office machines;

10. Basic math and language skills.

Education and Experience: 
1. Associate degree;

2. Two or more years of related experience;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings, and training rooms.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodation may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.


_________________________




______________

HR Representative






Date

Your signature below indicates that you have received a copy of this position description.

___________________________




________________
Employees Signature   





Date
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Senior Human Resources Specialist

