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ROLE PROFILE
	Job: Insurance Officer
	Reports to: Risk and Assurance Manager
	Tier: 5N



	Job Purpose: 
To support the Risk & assurance Manager with the management of effective insurance arrangements, insurance claims management, risk management advice and service across Your Housing Group.

	Key Competencies:

· Flexibility & resilience

· Meeting customer needs

· Interpersonal understanding

· Results focus

· Building Relationships
· Personal Learning & Growth
· Gathering & Seeking information


	Key Responsibilities:
1. Maintain positive and effective working relationships with senior managers and staff to enable effective communication, problem-solving, and a supportive environment to ensure effective risk management and insurance arrangements are in place which support the development of a positive and proactive risk management culture.

2. Advise and support colleagues on all Insurance related matters, including leading on the submission of claims, managing 3rd party claims, explaining the cover available from and requirements of, insurance policies and other insurance related queries.

3. Manage the insurance mailbox on a day to day basis, ensuring effective prioritisation and all associated electronic files are accurately recorded.
4. Support the Risk & Assurance Manager with the annual insurance renewals process by working with colleagues across the Group in collecting, collating and submitting all required information.

5. Monitor the appropriateness of the Group’s Insurance cover by; recording all relevant claims information, working in partnership with the Group’s Insurers to ensure changes to the Group’s operations are communicated on a timely basis and producing reports as appropriate to enable the Group to demonstrate compliance with insurance policy terms and enable the Group to learn from any insurance risk exposures.

6. Attend quarterly meeting with Insurance partners

7. Promote the My home, Household contents insurance offer to tenants to increase uptake.

8. Operate an effective claims management process, recording and reporting all claims and potential claims, working with the Group’s Insurer’s and internal colleagues to ensure all supporting information is submitted in accordance with required timescales. 

9. Work with Group’s Insurer’s, health and safety team and internal colleagues to actively reduce instances of harm and subsequent claims
10. Circulate and update how to guides to assist colleagues and customers understand the insurance process and their obligations

11. Support the Risk and Assurance manager in emergency response to major incidents.  Supporting colleagues and customers with the insurance implications of a major incident




	
	Essential
	Desirable

	Knowledge skills & experience


	Experience in the insurance industry, including general, claims, and risk management exposure.

IT literate (Microsoft Office, Outlook, Word and Excel).  
Excellent communication skills along with independence, self-motivation, analytical skills, attention to detail, time management skills and ability to work under pressure to meet deadlines.

An ability to think proactively, contributing to the development of the internal awareness of the insurance arrangements and associated procedures and processes. 

Strong interpersonal skills including an ability to interact effectively at all levels within the organisation.

Experience of working with outside agencies including Insurers and Legal advisors.

Ability to travel to any of the Group’s locations as well as represent the group at events where necessary. 


	

	Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	
	

	Key Relationships (internal/external)

	· Key stakeholder management including Senior Management 
	

	Qualifications

	· GCSE Maths and English (or Equivalent)
	· Associate of the Chartered Insurance Institute (ACII)

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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