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	[bookmark: _heading=h.gjdgxs]Role Description and Employee Specification

We deliver great services to local communities on behalf of their local council.  We are owned by the Councils and not shareholders, so we know our priorities and have strong values. At Publica we put people and our communities at the centre of everything.




	



	Job title:
	Insurance Officer	
	Location:
	Gloucester, Cheltenham, Forest of Dean, Cirencester and Witney and remote (home) working	

	Department:

	Corporate Services
	Service:
	Insurance

	Reports to: 

	Insurance Business Partner
	Working Hours: 
	37hrs

	Job group:
	 Level 1 Specialist
	Peer group no:
	PGC30

	Business World Post number:
	Click here to enter text.
	Direct Reports (if applicable):

	None

	FTE Salary:
	£30,919 – £32,919
	Contract type:


	Permanent  



	Main purpose of this specific role: 
	 To support our shared insurance service ensuring the Councils and third parties including Ubico:

· are protected for insurable risks, value for money is achieved and that claims received are dealt with promptly and defended and minimised as appropriate,

· have sufficiently robust, monitored and appropriately updated insurance arrangements that provide appropriate financial protection against the cost of insurable risk events.

· receive a service that provides consistent and high-quality claims and underwriting support for all service users.

· receive professional and specialist insurance advice and guidance 

	Main Requirements of this specific role: 

	· [bookmark: _Hlk188608298]To support the delivery of insurance services to all partners and customers in line with agreed service specifications, ensuring that service outcomes are met for all users of the service.
· To assist in the management of the Councils and third-parties insurance cover, renewals and claims in-line with industry standards and best practice.
· Provide timely expert professional support, guidance and advice as required across all aspects of insurance services. Provide bespoke insurance advice and guidance in the management of projects and change programmes.
· Undertake claims handling to ensure the service operates to the professional standards required to effectively drive the timely and efficient investigation, validation, progression and closure of all insurance claims made by and against the organisations. 
· To contribute towards the development of strategic and operational insurance financial policies and procedures. To act in accordance with relevant insurance legislation, proper accounting practices, both Publica and clients Risk Management Frameworks and standards set by external insurers.
· Support the Insurance Business Partner in liaising with Clients to reduce the risk of claims 
· To contribute to the detailed financial administration of all aspects of the County Council’s insurance funds (Reserves and Provisions), and insurance budgets allocated across all service areas. To calculate all clients, (including external clients) premiums, financial contributions to the reserves and provisions based on insurance premiums, claims history, Insurance Services Medium Term Financial Strategy and the annual recharges to Gloucestershire County Council (GCC) clients and maintained Schools. Reconciling income received to that charged. 
· For GCC claims to ensure that the relevant excesses are charged and income subsequently received to the directorates in accordance with the GCC corporate insurance policy.  
· To undertake the recording and reporting of insurance data.  Compiling reports to report on performance or request change.

	
Essential qualifications/skills/experience specific to this role:
	
· One years’ experience in the relevant field

· Technical knowledge that will allow delivery of the above listed Strategies and Plans
· Ability to facilitate and manage ongoing change 
· Ability to resolve complex issues and complaints by negotiation
· [bookmark: _heading=h.3znysh7]Ability to remain calm and confident when dealing with challenging customers and environments 
· Ability to take ownership of a teams strategic objectives
· Ability to inspire and successfully motivate others towards shared objectives  
· Ensure all relevant customer and company information is captured and recorded accurately
· Deliver commitments and take ownership of own caseload, reshaping of plans to deliver required outcomes
· Demonstrate commitment and resilience to succeed
· Ability to work independently under pressure and within tight deadlines 
· Excellent written and verbal communication skills
· Competent in using a range of technology and software packages, including Microsoft and Google

	Desirable Requirements Qualifications, Skills and Abilities:

	· Cert CII (Chartered Insurance Inst) or CMIRM (Inst of Risk Management) or equivalent professional competency (Insurance and / or Risk Management)
· Experience in handling insurance claims and/or underwriting
· Relevant professional membership/qualification of governing body 
· Project Management experience 
· Proven track record of working in a public sector or similar environment
· Knowledge, understanding or experience of project management


	

	
	
Generic Job Profile:

	
Main Purpose of a role within this job group:
	· 

	
Key Responsibilities of a role within this job group:
	· 

	
General Accountabilities:
	
· Safeguarding – The Council/Publica is committed to meeting its statutory and moral duties to safeguard and promote the welfare of children, young people under 18 years of age and adults at risk who are the recipients of its services and/or activities.
· The post holder is responsible for maintaining a safe working environment and ensuring as far as reasonably practicable that safe working practices are adopted by employees within this work environment
· Work in compliance with the Codes of Conduct, Regulations and policies of Publica
· [bookmark: _heading=h.1fob9te]To support the response to a major incident, including taking up a designated role within the emergency management framework

	
Special Conditions:

	
· There may be a requirement to work at other Publica Group (Support) Ltd and/or client locations to meet the needs of the business
· You will be expected to work reasonable additional hours in line with the needs of the service
· Full UK Driving License 
· Ability to travel/ access to a vehicle for work purposes 
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	Reviewed by:
	

	Manager job title:
	

	Date of issue:
	

	Checked HRBP:
	Siobhan Padfield
	Date: July 2026 
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