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CONTRA COSTA WATER DISTRICT

RISK MANAGEMENT/SAFETY OFFICER

DEFINITION 

To plan, coordinate, and implement either a comprehensive risk management or occupational health and safety program on behalf of the District; to exercise technical and functional supervision over clerical staff; and during declared emergencies to exercise functional authority over supervisory and management staff. 

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from management staff. 

Exercises technical and functional supervision over clerical staff. 

EXAMPLES OF DUTIES
Duties may include, but are not limited to, the following when incumbents are assigned to the two functional areas:

Risk Management 

Administer the District's risk management/loss control program; identify major areas of risk; evaluate alternative methods of risk financing; recommend appropriate levels of insurance coverage; market the District's insurance programs; and assign and monitor claims handled by independent adjusters. 

Advise District personnel regarding status of State and Federal legislation and regulations concerning health/safety/liability issues and provide assessment of compliance requirements; assist departments in meeting requirements and establishing and maintaining safety standards for District staff and the public. 

Administer the District's liability program, including investigation, acceptance/denial of claims in a timely fashion, appearance in small claims court, preparation of selected materials for litigation, and settlement of claims within authorized limits. 

Administer the District's Worker's Compensation program, including injury investigation, management of medical treatment, application of appropriate pre-employment protocols, and management of the employee assistance program (EAP). 

Administer the District's mandated Drug and Alcohol Testing program for affected employees required to possess a commercial driver’s license.

Review various contracts and agreements legally binding the District and provide advice regarding risk management applications; review and analyze engineering plans and specifications to ensure compliance with safety standards, laws, and regulations. 

Maintain current knowledge of legislation, regulations, policy trends in safety/health and risk management and advise District management regarding the impact on District operations. 

Safety 

Develop, coordinate and supervise the implementation and maintenance of a comprehensive District wide occupational health and safety program designed to prevent injury, occupational illness and damage to property. 

Draft and recommend District-wide safety and health directives; and maintain District safety manual, including preparation and distribution of appropriate up-dates. 

Determine applicability of administrative and regulatory requirements and other health and safety laws. Maintain current knowledge of legislation, regulations and practices in safety and health and advise District management regarding the impact on District operations. 

Establish and implement safety training objectives, plans and schedules in the area of health and safety. Conduct or provide for safety/health related training. Maintain records and a data base of employee training. 

Represent the District in inspections and hearings conducted by Cal/OSHA and other regulatory agencies. 

Conduct and supervise facility and site inspections, job hazard analyses and other evaluations to identify hazards and potential risks. Make recommendations to manager as required and implement appropriate corrective actions. Conduct audits of corrective actions to ensure compliance with regulations and corrective action. 

Conduct post accident investigation. Develop and chair a District accident review committee. Make recommendations for changes in equipment and or processes to correct unsafe conditions. Assess incident statistics to determine requirements for new or modified training. 

Chair the District Wide Safety Committee and serve on site safety committees. 

Administer the District's emergency operations plan, including preparation and conduct of various exercises, assessment of exercise performance, and recommendation and implementation of modifications.

Safety and Risk Management 

Prepare, recommend, and administer budget for areas of responsibility, including projections for anticipated costs and reserves. 

Prepare complex analytical documents and correspondence. 

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service. 

Conduct presentations on assigned topics to District staff and/or the Board of Directors as assigned. 

Perform related duties as assigned. 

MINIMUM QUALIFICATIONS 

Knowledge of: 

Risk Management 

Principles and practices of risk management, including loss prevention, evaluation, and 

financing. 

Safety 

Principles and practices of industrial and occupational safety and health program administration. 

Principles and practices of emergency preparedness planning and administration.  

Both 

Pertinent local, State, and Federal laws, ordinances, rules and regulations. Principles and practices of budget preparation and administration. Principles and techniques of employee training. Report preparation and statistical analysis.

Ability to: 

Plan, organize, promote, and implement effective risk management or health/safety programs. 

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; observe and problem solve operational and technical policy and procedures; and explain District policies and procedures and safety/risk management concepts and practices to the general public, consultants, and District staff. 

Develop and recommend policies and procedures; assemble and interpret statistical data. 

Prepare reports and manuals interpreting and summarizing technical and/or complex information for use by less knowledgeable individuals. 

Identify, plan, conduct or provide for training of District staff in a variety of safety, health and other risk management related areas. 

Prepare and administer a budget for areas of assigned responsibility. 

Exercise functional authority over supervisory and management staff in declared emergency conditions. 

Work with various cultural and ethnic groups in a tactful and effective manner. Act quickly and calmly in emergency situations. 

Obtain information through interview; coordinate multiple concurrent assignments; and to deal 

firmly and courteously with the public. 

Analyze situations quickly and objectively and to determine proper course of action. 

Use a computer, calculator, typewriter, telephone, camera, videocassette camera and recorder/player, overhead projector, facsimile machine, postage meter and photocopy machine. 

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work. 

Experience and Training 

Any combination of experience and training that would provide the required knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be: 

Experience: 

Three years of responsible professional experience in occupational health and safety, or risk management work; experience in a water or wastewater utility is desirable. 

Training: 

Equivalent to a Bachelor's degree from an accredited college or university with major course work in industrial safety, occupation health, business or public administration or a related field. 


Physical Demands:

Work is performed in office and field environments, in all weather conditions.  Noise levels are quiet to moderate in the office environment and moderate to high in the field environment.  This position requires the ability to conduct on-site field safety inspections, manipulate safety test equipment and conduct safety training, tailgates, and presentations on safety issues.  These inspections occur in vaults, reservoirs, tanks, top of buildings, on steep inclines and in excavations.  Must be able to sit at a desk for long periods.  This position requires the ability to talk, listen, walk, bend, climb, and balance in precarious places to inspect work and/or property conditions; and lifting or moving up to 50 pounds. 

License or Certificate: 

Possession of, or ability to obtain and maintain, a valid California driver's license. Possession of certification as an Associate in Risk Management, Associate Safety Professional or Certified Safety Professional is desirable. 
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