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Insurance Administrator
	
	Responsible to:

	Insurance Officer

	Responsible for:

	N/A

	Grade of post:

	Grade 4

	Hours of work:

	14.8hrs (Part Time)

	Work location:

	Cannock Campus (travel to other campuses involved)

	Code:
	HR2526-114



	Job Purpose:
  
To provide specialist administrative support to the Health & Safety team, focusing on college insurance administration, claims handling, statutory inspections, vehicle compliance and insurance-related reporting.
The post-holder will support the Health and Safety Manager in the implementation, monitoring and continuous improvement of college insurance arrangements across a diverse range of education and support environments.




Key Duties & Responsibilities

Insurance Administration

1. Notify the College’s insurers of changes relating to buildings, premises, vehicles, contents, livestock, liabilities and activities as they occur.
2. Undertake all insurance officer duties, including renewal processes, correspondence with insurers and brokers, and involvement in tendering exercises as required.
3. Evaluate, process and approve insurance cover for planned trips, visits, events and activities, including overnight and overseas visits in line with insurer requirements.
4. Coordinate and manage all insurance claims, collating evidence, submitting claims, and monitoring progress through to closure.
5. Offer practical insurance advice and guidance to staff and managers on cover requirements for activities, tenders, contracts, events and claims.
6. Produce insurance statistical reports and data for the Health & Safety Committee when required.


Engineering Insurance & Statutory Inspections

7. Receive reports and coordinate responses to recommendations arising from statutory engineering insurance inspections.
8. Maintain and update the Insurance Engineering Inspection Database, tracking compliance, inspection dates, and remedial actions across all sites.
9. Monitor inspection outcomes and follow up on actions identified by insurers for plant and equipment.
Vehicle & Driver Administration

10. Maintain the College Vehicle Database and National Vehicle Database via insurer platforms (e.g. Gallagher / Aviva).
11. Keep accurate records of authorised minibus and college vehicle drivers, including processing new driver applications.
12. Maintain annual checks of driving licenses, endorsements and convictions in line with college and insurer requirements.
13. Liaise with external consultants and agents on vehicle and insurance matters as required.
Administrative & Financial Support

14. Provide a wide range of administrative support to the Health & Safety Manager and H&S team.
15. Support monitoring of departmental budgetary activities linked to procurement procedures and insurance‑related expenditure.
16. Liaise with all College campuses to ensure insurance information is current for existing and new sites.
17. Health & Safety Support

18. Where required, liaise with the Health & Safety team to ensure all incident reports are logged accurately on the College’s H&S data management system.
19. Prepare insurance‑related incident data that may impact on the College’s liabilities.
20. Provide advice and guidance to staff on Health & Safety compliance requirements linked to insurance cover.

Other Duties and Responsibilities
 
· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your Line Manager.


Duties and responsibilities of the role:

	Communication – Oral and written
	· Maintain awareness of changes to legislation and best practice and advise on implications for the organisation.
· Support internal monitoring, audit and review processes
· Provide practical advice and guidance to managers and staff to support understanding of both Insurance and H & S responsibilities.
· Promote a positive health and safety culture through effective engagement and communication
· Build effective working relationships with staff at all levels of the organisation
· Support liaison with enforcing authorities, insurers and external bodies as required


	Teamwork & Motivation – internal or external, can be fixed, project groups
	· Working with H & S personnel and having the ability to work with colleagues to support the wider college needs.
· Attending and participating in college wide and departmental meetings


	Service Delivery – customer is anyone receiving services

	· Ensure that insurance and any associated inspection schedules service level agreements are known and understood and key dates are met.


	Decision Making – relates to finance, physical resources, students, staff, and policy
	· Working with the H & S team ensure that the colleges best needs are met when purchasing equipment and services and that the correct process is followed.
· Ensure that sufficient levels of insurance resources are requested and procured for the areas in which expenditure is expected.

	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing changes

	· Be able to identify problems that may arise through operational delivery needs and provide solutions, particularly where additional insurance requirements need further controls

	Sensory & Physical Demands – uses senses singly or in combination and use of physical skills/ effort

	· Record inspection and monitoring findings and raise appropriate Action logs needed in respect of corrective work

	Work Environment – 
H & S risk conditions under which they work
	· Maintain accurate EHS documentation which relates to equipment / plant registers and any associated Action plan logging sheets.
· Ensure that any H & S requirements needed as part of planned college trips and visits are met and communicated to the trip organiser 
· Ensure that appropriate Employers’ Liability Insurance certificates are available for display across college buildings.


	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· South Staffordshire College actively promotes a ‘safeguarding staff, children and vulnerable adult’ culture. As such employees are expected to carry out their role and responsibility in relation to a child’s or vulnerable adults’ welfare and the welfare of their colleagues. 


	Team Development – coaching, development of team (not others)
	· To work as an active part of a team ensuring quality is maintained through engaging with the employer and any agreed CPD.


	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· To possess the minimum work experience as required by the role and responsibilities of the job role
· To take part in continual professional development ensuring your professional skills are up to date for your job role.
· Employees are expected to access child protection and PREVENT training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of its staff, or students. We are committed to ensuring that all employees are supported in respect to their safeguarding children, vulnerable adult and PREVENT duties. 
· Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College.




PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Proven experience in an administrative role, ideally within insurance, risk, compliance, facilities, or public‑sector environments
· Strong organisational skills with the ability to manage complex records and confidential information
· Experience of liaising with external organisations, insurers, brokers or contractors
· High level of accuracy and attention to detail
· Confident use of databases, spreadsheets and online insurer portals
· Ability to work independently while supporting a wider team
· Good written and verbal communication skills
	


















	


















	

	Desirable:
	
	
	

	· Experience within a college, local authority, NHS or public sector organisation
· Insurance or compliance experience

· FE / public sector experience

· Familiarity with insurance claims processes

· Basic knowledge of Insurance and Health & Safety processes or statutory inspection regimes

· Experience managing vehicle or driver compliance records

	


	











	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	
· The ability to work as a member of a team

· Importance of accuracy and compliance

· IT competence (MS Office)

· Insurance and risk awareness

· Incident recording processes

· The ability to organise own workload

· Communicate effectively at all levels with colleagues and any external health and safety partners.  

· Accurate report writing and record keeping
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	Desirable:
	
	
	

	· Computer literate with a high degree of digital literacy

· Insurer portal experience

· Data analysis capability

· Flexibility, adaptability, and the ability to act upon your own initiative.

· Demonstrable experience of promoting equality and diversity

· Advisory confidence

	


	











	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Ability to form and maintain appropriate relationships and personal boundaries in an environment with children and young people.

· Motivation to work in an environment with children and young people.

· Willingness to use authority and maintain discipline in an educational environment.

	







	




 





	







	Other Requirements
	S/L
	I
	A

	Essential:
· A commitment to ensuring the safeguarding and welfare of children and vulnerable adults at South Staffordshire College

· Flexible working to accommodate operational requirements

· Full driving license and access to a vehicle

	

	
 



 



	
 

	Safety Critical Role

	S/L
	I
	A

	· Clean enhanced DBS record.
	
	
	



S/L = Short Listing        I= Interview         A=Assessment 
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