
 
 

  
 

Job Description 
 
Job Title:  Insurance Specialist (Claims)   Requisition # 2016-11 
Division:  Risk Management and Vendor Services   
Reports To:  Risk and Insurance Specialist  
Grade Level:    H16 
Salary:    $55,000 - $68,000 
FL Status:        Exempt       Non-Exempt   
Employment Status:      Full Time       Part Time      Temporary  
 

Job Summary 
 
This position is responsible for oversight of the Authority’s insurance claims by working in conjunction with the various 
contracted insurance vendors providing multi-line claim adjustment services for the Authority’s Business, Real Estate and 
Owner Controlled Insurance Programs.  This includes investigating, gathering and disseminating pertinent information 
with respect to potential claims.  The position is also responsible for the financial monitoring, tracking, reporting and 
analysis of insurance claim activity.  Other duties include administration of the Authority’s various insurance programs 
and monitoring of quality control processes.  Residency in New Jersey is a requirement for consideration for this position 
in accordance with the New Jersey First Act.   
 

Essential Duties and Responsibilities 
 
1. Assists in coordinating the Authority’s OCIP and risk management program by monitoring policy and 

procedures of the insurance coverage, safety program and claims adjustment processes. 
  
2. Assists in the evaluation and oversight of the OCIP Administrator, Brokers and claim service providers to 

ensure adherence to best practices. 
 
3. Partners with Management, Insurance Brokers and Insurance Carriers to resolve complex insurance coverage 

and claim matters.  
 
4. Communicates effectively and responsibly with SDA staff, Division of Law, various School Districts, 

contractors, consultants, and other third parties. 
 
5. Reviews and recommends appropriate contract provisions to ensure the Authority’s interests are protected 

from a risk perspective.  Effectively communicates with vendors to ensure compliance with insurance 
requirements. 

 
6. Develops recommendations regarding potential claim settlements and articulates litigated decisions to the 

Authority’s Management and the Office of Chief Counsel. 
 
7. Identifies workflow issues and participates in solution development.  
 
8. Assists in gathering and analyzing risk management data.  Develops quantitative assessment of insurance 

programs as needed for presentation to senior staff. 
 
9. Performs special functions, projects and other duties as assigned. 

 
 
 
 
 
 

 



 
Required Skills and Abilities 

 
1. Highly organized and detail oriented. 

 
2. Strong analytical and problem solving skills.  Ability to gather and analyze information, then determine and 

implement an appropriate course of action.  
 
3. Excellent judgment and decision making skills to ensure claims are resolved in the best interest of the 

Authority. 
 

4. Ability to handle confidential information with tact and discretion. 
 
5. Excellent communication skills, both oral and written, with an ability to establish and maintain cooperative 

work relationships with associates and clients. 
 
6. Proficient in Microsoft Word and Excel. Must possess the ability to learn and utilize various information 

systems.   
 

 Required Education and Experience 
 
1. Bachelor’s Degree and/or 5 years relevant business experience in adjusting insurance claims.  Experience with 

multi-lines construction claims is desired. 
 
2. Extensive Commercial Property and Casualty insurance product knowledge. 
 
3. Experience in New Jersey laws and regulations impacting claim settlements is desired. 
 
Physical Demands 
 
Position requires travel to various locations throughout the State, including visits to active construction sites.  
Significant walking may be required. 
 
Certificates and Licenses Required 
 
Valid driver’s license 


