CAMBRIDGESHIRE COUNTY COUNCIL

	JOB DESCRIPTION

Job Title: Claims Handler
Office: LGSS

Directorate: LGSS Law

Reports to: Claims Investigator
Grade: Sc6
Location: Cambridge/Northampton

Hours: 37

Oracle Position Number: tbc



	Job Purpose:

The role will provide a high quality claims management service.  It will ensure robust, efficient management of claims received by the Council’s and any partners or customers of LGSS.

Ensuring that all claims within individual workload are managed in accordance with protocols, insurer requirements and service level agreements the post holder will be required to monitor and manage progress of claims ensuring that critical deadlines are met. 

The postholder will be responsible for undertaking full and thorough investigations on liability claims including injury losses, material damage and motor claims. 


	Principal Accountabilities
% Relative Importance

Liability Claims 

Investigate and manage from inception to closure, within authority levels agreed, liability insurance claims for injury and property damage in accordance with protocols.  

To include, evidence collation, consideration of liability and causation, communication with third parties or their representatives, presentation of robust legal arguments, evaluation of quantum and determination of third party costs.  Represent LGSS Insurers at claims interviews, case conferences and trials as required.

Coach and assist the development of Claims Technicians in the management of a non-complex liability claims.

35%

Material Damage Claims 

Manage all types of material damage claims, particularly more complex higher value losses. 

Working with establishments, property advisors, insurers and loss adjusters to ensure that claims are managed effectively and lifecycle is kept to a minimum. 

Coach and assist the development of Claims Technicians in the management of their non-complex case load.

20%

Motor vehicle claims

Manage motor vehicle claims, particularly more complex higher value losses or claims involving serious injuries/fatalities.  

Working with drivers, repairers, insurers to keep vehicle down time to a minimum and ensure that uninsured losses are appropriately recovered from third parties where applicable.

Coach and assist the development of Claims Technicians in the management of their non-complex case load.
10%

Budget Control
Certifying repair/reinstatement costs and reimbursing budgets, ensuring that all charges relating to the cases under the post-holder’s management are correctly insured and correctly allocated on the claims management system.  Ensure that correct budget codes are used and monies recovered from insurers as required on those cases. 

10%

Monitoring
Proactively manage claims lifecycle of all claims, through methods including use of diary management systems, reducing exposure to court sanctions on liability matters

10%

Investigation Support
Provide robust investigation support to Claims Investigators in the management of their case load.

5%

Management Information
Provide reports and analysis as required on statistical data reporting on claims performance.

Provide as required management information, including analysis, on claims performance, as well as preparing and delivering of data for FoI requests

5%




CAMBRIDGESHIRE COUNTY COUNCIL

	PERSON SPECIFICATION

Job Title: Claims Handler

Office: LGSS

Directorate: LGSS Law

Reports to: Claims Investigator

Grade: 6

Location: Cambridge/Northampton

Hours: 37

Oracle Position Number: tbc



	The following criteria are appropriate for this post.  You must meet the essential criteria in order to be shortlisted for the post and it would be advantageous if you meet the desirable criteria.

Education, Qualifications & Training

Essential:
· Minimum 5 GCSE’s at Grade C or above 

· Relevant professional qualification (CertCII or equivalent)

Desirable:

· Relevant professional qualification (DipCII or above)

Knowledge & Experience

Essential:
· Claims management - Extensive and proven track record and understanding of claims management principles and practices, including claims management, investigation, evidence collation and interpretation, quantum assessment and claims settlement techniques

· Legislation & Law - Understanding of legislation affecting the delivery of local services, specifically Highways Act, Education Act.  Understanding of tort of negligence. Understanding of court processes and Civil Procedure Rules

· Quality Management - Understanding for the need to develop and maintain quality systems and processes to ensure optimum service delivery 

Desirable:
Skills & Attributes

Essential:
· Interpersonal skills - Strongly developed interpersonal skills, ability to deal with difficult situations and customers empathetically whilst protecting the Council’s position 

· Investigatory skills - Ability to be able to interpret data, identify areas of further investigation and seek information and evidence

· Self management - Ability to work to a high standard on a variety of claims and tasks with minimum of guidance and supervision
· Team working - Ability to work as part of a team planning, assisting and supporting the work of others.

· Customer service - Developed customer service skills.

Desirable:

· IT skills - Good understanding of the use of IT systems in the management of claims.

Special Requirements

Essential:
· Ability to travel between multiple sites, including site meetings as required

Desirable:

   Note: You do not need to address the Cambridge Behaviours below in your written application. If invited for interview, you will be asked to provide examples of how you meet the essential and desirable criteria.  

Cambridgeshire Behaviours

Essential:
· Work co-operatively with colleagues ad customers establishing personal credibility
· Maintain good practice as well as making service improvements
· Awareness of positive and negative impact you can and could make on colleagues and customers
· Plan and anticipate changes in working practice

Desirable:

· Assess future needs and challenges and put measures in place to meet these.

· Identify and deliver best practice
Northamptonshire Competencies
Essential

· Share information and learning

· Bring solutions not problems

· Balance Council and individual needs

· Demonstrate commitment and courage

· Listen to people, respect what they say and build relationships

· Help colleagues to learn new processes, systems and change behaviours

· Role model best practice

· Deliver more and better value for money

· Stick with things have tenacity and determination to see things through

· Be open to challenge and feedback

· Be accountable and take responsibility

· Make decisions and be able to justify them

*  Please note that for linked grades, appointment or progression to (state grade) grade is dependent upon (state qualification) qualification and/or (state number of years) years experience in (define area of experience required).


