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Risk Management Analyst 
PSAV Corporate

FLSA Status:  Exempt
Updated 04/03/07
Position Overview

The Risk Management Analyst is responsible to mitigate the organization’s global exposure to risk by formulating, developing, and coordinating all claims-related activities as well as resolving bona fide claims at the least possible cost through risk finance and/or transfer techniques as established by the Director, Risk Management.  This position directs a program to ensure the proper and efficient handling of claims, gathering data on claims for both record keeping and loss forecasting purposes, and estimating the financial value of claims. This position will be responsible to execute the processes necessary to collect, report and manage claims.  The majority of activity involves workers’ compensation, liability, cargo and property damage claims in the U.S. as well as consulting with and coordinating claims management processes in the global insurance programs. 
Key Job Responsibilities
Weight %

Claims Administration
20%

Manage claims in coordination with our insurer and administrator.  This involves gathering information from within the company, ensuring timely follow-up of outstanding claims and making recommendations to the Director, Risk Management regarding claims resolution.  Responsibilities include post loss reduction techniques such as salvage, subrogation and rehabilitation; and, applying appropriate recovery procedures for losses within and above the deductible(s). 
Reporting
20%

Develop and maintain monthly, quarterly and annual reports regarding claims activity and will use information gathered in these reports to make recommendations regarding risk control and risk financing decision.

Risk Management Plan Administration
20%

Support the Director, Risk Management regarding all aspects of the global risk management program including administration of insurance policy, certificate of insurance and other processes critical to the operation of the department.  Facilitate the identification of risks throughout the organization by assisting in developing, organizing, reporting and monitoring formats on risk management issues and assisting in the development of methodologies for the assessment of risks throughout the organization.
Process Improvement
20%

Review existing claims reporting, driver qualification and other processes, will lead efforts to streamline a process if appropriate, will coordinate with all other parties (administrators, PSAV personnel and insurers) and will document the revised processes.  This may also involve training PSAV personnel on the processes and implementing new automated reporting tools.

Administration and Communication
20%

Administer various support functions for field operations including driver qualification and certain training programs for loss control activities.  Coordinate and liaise with Human Resources and Legal Departments and provide appropriate guidance to administrative assistants for various filing and processing activities.  
Job Qualifications
· BS/BA degree or equivalent experience required
· 4 to 6 years experience in a commercial insurance company or broker operation with at least 2 years experience managing claims, with an emphasis in workers’ compensation
· Strong verbal and written communications skills
· Strong knowledge of Excel and Word required.  Knowledge of Access also preferable.

· Proven skills in organization, process management and financial analysis

· Ability to work independently and as a team member

· Ability to be flexible and work analytically in a problem-solving environment
Competencies
· Concern for Quality 

· Exceeds Customer Expectations 

· Communication 

· Teamwork 

· Integrity
	PSAV Presentation Services 

	PSAV® Presentation Services is the leading supplier of audiovisual and event technology to hotels, associations, producers and meeting planners worldwide. We use event technology to turn ordinary meetings into memorable experiences so that the message lasts. We service everything from boardrooms to convention centers mixing creativity with the right technology so our customers look like heroes! As a team member in our company you will be connected with the most talented and dedicated people in the industry who are passionate about giving each client, big or small, the best show, event or meeting experience of their life. Whether you’re looking to begin a career in event technology or take your career to the next level, PSAV will provide you with the training and resources you need to lead you down your desired career path! 

	We are proud to be an EEO/AA employer M/F/D/V. We maintain a drug-free workplace and perform pre-employment substance abuse testing. 

	 
	

	Job Specifications 

	Position Type: 
	Full-Time 

	Department: 
	Legal & Compliance

	Benefits: 
	Disability Insurance, Health Insurance, Life Insurance, Paid Vacation, Paid Sick Leave, 401K 

	Relocation Cost: 
	Covered 

	 
	

	Job Requirements 

	Education: 
	Bachelor Degree 

	Travel Level: 
	Minimal 

	Minimum Experience: 
	4 years
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