
ADMINISTRATOR for 
RISK MANAGEMENT 
Business Services 

 
Purpose: 
The Administrator for Risk Management assures that the District is properly insured and safely 
managed to protect students, personnel, school property, and visitors to the District’s various 
sites. Directing the operations of the District’s insurance and risk management programs, the 
Administrator oversees a variety of programs and activities related to general liability, safety, 
workers’ compensation, risk management, property insurance, loss prevention, and disability 
management. With oversight over the District’s self-insurance programs, the Administrator 
manages safety, claims administration, hazard control and indoor air quality compliance. 

Reports to: Associate Superintendent of Business Services  

 

Nature & Scope: 
The Administrator for Risk Management operates with substantial autonomy in alignment with 
all applicable local, state, and federal laws and regulations and District policies, and under broad 
supervision. The incumbent is required to exercise significant Independent judgment and action, 
and independent decision-making is required in matters not having established rules, regulations 
or policies. The incumbent also supervises Risk Management and Loss Control staff. 

 

Essential Job Functions: 
1. Conducts oneself in the best interest of students, in accordance with the highest traditions of 

public education and in support of the District’s mission. 
2. Develops and implements a comprehensive risk management program for the District. 

Reviews and analyzes the District’s current position for compliance with established codes, 
laws, and procedures related to general liability, safety, workers’ compensation and 
disability management; advises on contract provisions pertaining to risk management; 
prepares and analyzes contracts, and makes required changes to bring the District to 
compliance and protect the resources of the District. 

3. Recommends and places insurance coverage through a combination of policies, non- 
insurance risk transfers, extensions, deductibles, limits, insurance brokers and markets. 

4. Designs and develops safety, industrial health, environmental protection, hazard control 
and loss prevention programs. Develops and implements training programs and procedures 
in the areas of safety and environmental quality and monitors compliance. 

5. Assures District compliance with laws relating to safety, environmental protection and 
hazardous materials by coordinating all outside inspections and identifying and 
implementing solutions to minimize and/or eliminate safety dangers. 



6. Conducts investigations to determine cause of violations and assures that corrective actions 
take place. 

7. Establishes the loss prevention program for the District. Conducts on-going inspections of 
potential loss sites and determines corrective action. 

8. Develops, recommends, and administers self-insurance programs, including the 
determination of appropriate risk retention, the establishment of adequate reserves, the 
administration of claims and purchase of insurance. 

9. Receives, makes determinations, and processes claims against the District; develops and 
coordinates District claims against others; Investigates claims and represents the District at 
court or related meetings. 

10. Establishes and administers the Workers’ Compensation program, including researching and 
recommending the selection of third party administrators, vocational rehabilitation 
specialists and attorneys. Makes decisions regarding processing settling of claims. 

11. Maintains awareness of federal, state, local rules, regulations, and legislation affecting the 
risk management. 

12. Maintains awareness of the legal regulatory and competitive environment affecting the 
price and availability of insurance. 

13. Participates in the development of disaster plans and guidelines for minimizing losses and 
injuries in an emergency. 

14. Reviews major leases, contracts and District agents for potential liability and responsibilities 
that should be avoided or insured and for unacceptable contingency provisions that may 
need to be negotiated. 

15. Maintains a five-year running record of all accidents and losses insured and uninsured 
including recoveries from others and reserves held by insurers. Evaluates historical loss 
frequency and severity along with loss trends. 

16. Leads in the negotiation of property settlements in conjunction with executive 
administration, legal counsel, and insurance companies. Ensures required claim records are 
maintained and establishes procedures for tracking, reporting, and processing losses and 
claims. 

17. Directs the District’s disability management program; develops and implements the 
transitional work program and reasonable accommodation policies and procedures; reviews 
and analyzes tracking system for program participants for efficiency and effectiveness. 

18. Maintains effective working relationships with other members of the Department as well as 
other school personnel and community members, including those from diverse cultures or 
backgrounds or those who speak limited or no English. 

19. Complies with all procedures outlined in the Code of Professional Conduct and Annual Notices 
for Education Practitioners, Teachers, Support Staff, Administrators, Substitutes Handbook 
and all other Beaverton School District Policies and Procedures. 

 
The statements contained above reflect general details as necessary to describe the principal functions of this job but should 
not be considered an all-inclusive listing of work requirements. Individuals may at times perform other duties as assigned 
which could include work in other functional areas to cover absences or relief, to equalize peak work periods or otherwise 
to balance the workload. 



Required Qualifications: 
1. Must possess a Bachelors Degree from an accredited college or university. 
2. Must have at least four years experience in a supervisory or leadership capacity. 
3. Must have demonstrated experience in work related to risk management. 
4. Must possess excellent written and oral communication skills. 
5. Must hold a valid Oregon or Washington driver’s license. 

Working Conditions: 
The Administrator for Risk Management works primarily within an office building and frequently 
works outdoors in variable weather conditions including inclement weather. 

During the course of the workday the incumbent may need to climb stairs and ladders, sit, push, 
pull, bend, stoop, kneel, and reach. At times the incumbent will spend prolonged periods of time 
standing, walking, sitting, pushing, bending, stooping, and kneeling. 

 
The work environment is often controlled and often quiet, but the work environment will also 
frequently include moderate to loud noise. The work environment includes exposure to fumes, 
cleaning solvents and vibration with some equipment. Other potential exposures and hazards 
include but are not limited to: Chemicals, toxins, dirt, playground/office equipment, furniture, 
communicable diseases, and power/hand-operated equipment and machinery. 

Regular travel to the central office and all ancillary facilities will be required and occasional 
statewide travel. Attendance at meetings or activities outside of the normal workday will also be 
required, including frequent, prolonged, and irregular hours including evening and weekend 
time. 

 
Work Year: 255 days 
Bargaining Unit: Non-represented 
FLSA Status: Exempt 
Date Approved: November 2015 
Date Revised: April 2, 2024 

 
The Beaverton School District recognizes the diversity and worth of all individuals and groups. It is the policy of the Beaverton 
School District that there will be no discrimination or harassment of individuals or groups based on race, color, religion, gender, 
sexual orientation, gender identity, gender expression, national origin, marital status, age, veterans status, genetic information 
or disability in any educational programs, activities or employment. 


