CITY OF WILMINGTON, NC

CLASS SPECIFICATION

JOB DESCRIPTION TITLE:  Safety Programs Manager


	DEPARTMENT:

Human Resources


	ACCOUNTABLE TO:

Human Resources Director


	FLSA STATUS:

Exempt



	CLASS SUMMARY: 
Incumbent is responsible for overseeing the activities of City’s loss control programs and services involving worker safety issues.



	DISTINGUISHING CHARACTERISTICS: 
The Safety Manager is a stand-alone classification that is distinguished from other classes by its responsibility for providing professional level support in safety and liability management.



	TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may vary.)


	FRE-QUENCY


	1.
	Provides management oversight and direction to and ensures compliance among City department and officials regarding workplace safety and health issues as stipulated by local, state, and federal laws and regulations to include measuring performance regarding mandated safety measures.
	Daily

45%

	
	
	

	2.
	Investigates and settles general liability claims filed against the City for property damage and personal injury cases to include approval or denial of claim, approval of payments or best course of action in accordance with the needs of the City and the public and fiscal accountability.
	Daily

20%

	
	
	

	3.
	Directs, administers and monitors workers compensation costs and benefits, which includes review of claims, physician medical reports and approves claims or treatment. Case manages claims and participates in settlements and negotiations on claims, and approving claim adjustments.
	Daily

15%

	
	
	

	4.
	Audits departments safety programs and procedures to include bringing to the attention of employees and department officials applicable safety issues and regulations, documenting and addressing safe and unsafe working conditions and practices, and ceasing work place operations that have been found to be unsafe and/or which may result in a dangerous work place, investigation of accidents or safety complaints and promulgate new safety/health procedures. Represents the City during OSHA inspections or visits.
	Daily

5%

	
	
	

	
	
	


	TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may vary.)


	FRE-QUENCY


	5.
	Administers a safety training program to include: design and deliver department specific safety and health training and programs in the areas of OSHA compliance and accident prevention and various work place health and safety issues. Designs and delivers required annual training for safety and health compliance.
	Weekly

10%

	
	
	

	6.
	Reviews and informs employees of information regarding policy changes in safety laws and requirements to include conducting meetings regarding safety policies and control measures.
	Weekly

5%%

	
	
	

	7.
	Chair the City Safety Committee and monitors all departments’ compliance with the City’s Continuous Improvement Action Plan and other plans directed by the City Safety Committee. Assist departments and division with safety committee meetings.
	Weekly

5%

	
	
	

	8.
	Coordinates insurance inspections to ensure a critical balance of appropriate insurance protection and minimal, but adequate asset improvement projects necessary to protect the City and minimize liability and risk. 
	Quarterly

5%

	
	
	

	9.
	Serves as City’s liaison with third party administrators (TPA) for worker’s compensation and other safety and health related services. Designs and monitors periodic vendor selection process for TPAs. Advises the City Manager and City Attorney with regard to high dollar claims (property, causality and worker’s compensation) and coordinates legal response through contracted attorneys.
	Quarterly

5%

	
	
	

	10.
	Performs other duties of a similar nature or level.
	As Required

	
	
	

	POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE:

	Not applicable.



	Training and Experience (positions in this class typically require):

Bachelor’s Degree in Safety Management, Risk Management, or a related field and three years of related safety management experience; or, department defined and posted equivalent combination of education and experience sufficient to successfully perform the essential duties of the job such as those listed above.



	Licensing/Certification Requirements (positions in this class typically require):

· A valid North Carolina Driver’s License;

· Certification preferred: ASSE.



	Knowledge (position requirements at entry):

Knowledge of:

· Knowledge of laws, City policies, benefit contracts;

· Knowledge of insurance;

· Knowledge of medical case management;

· Human resources related programs, policies and procedures;

· Policy development and implementation;

· Workers compensation, insurance systems and policies;

· Safety and Health Administration;

· Computer hardware and applicable software;

· Research procedures;

· General liability issues;

· Safety engineering principles;

· Investigation techniques;

· Statistical principles.



	Skills (position requirements at entry):
Skill in:

· Analytical skills to gather, organize, evaluate and develop conclusions from data;

· Using computer and related software applications;

· Conducting training;

· Decision making;

· Teaching safety and health;

· Reading and interpreting regulations;

· Preparing and giving presentations;

· Investigating accidents and identifying causes;

· Solving problems;

· Developing reports, compiling and disseminating information;

· Administering programs;

· Establishing effective working relationships;

· Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.


	Physical Requirements:  

Positions in this class typically require:  standing, walking, fingering, talking, hearing, and seeing.

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.



	NOTE:  

The above job description is intended to represent only the key areas of responsibilities; specific position assignments will vary depending on the business needs of the department.



	Classification History: 
Draft prepared City of Wilmington Human Resources

Date:  10/2002




                                                                                     1



