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Coordinator of Risk Management and Safety
Employee Name (Print): _______________________________________

Reports To:
Chief Operating Officer
Dept/Campus:
District-Wide




Paygrade: Pro-2
Wage/Hour Status: 
Exempt





Date Revised: February 2019
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Oversee the coordination of the district’s safety and energy management programs to ensure the comfort, health, and safety of students and staff. 
QUALIFICATIONS:
Education/Certification:
· Bachelor’s degree in business, public administration, or related field
· CPR/First Aid/AED certification instructor
· Certified Safety Professional or Advanced Safety Certificate preferred
· Certified School Risk Management preferred
· Certified Playground Safety Inspector 

· Certified IDEMIA Finger Printing Specialist preferred
· Certified National First Responder
Special Knowledge/Skills:
· Knowledge of conducting safety audits through the Texas School Safety Center criteria
· Knowledge of risk management program development 

· Knowledge of health and safety programs and applicable laws

· Knowledge of energy management program development and implementation

· Ability to use personal computer and software to develop spreadsheets, databases, and perform word      

      processing.
· Ability to manage budget and personnel

· Ability to analyze and interpret data

· Ability to implement policy, procedures, and data

· Calm and patient demeanor with children and others
· Strong organizational, communication, and interpersonal skills

Experience:
Three years experience in risk management, administration, or relevant experience working in a supervisory role.
MAJOR RESPONSIBILITIES AND DUTIES:
1. Oversee the district’s safety and energy management programs. 
2. Monitor program operations management to ensure effective outcomes and program success.

3. Provide leadership in addressing program challenges.

4. Develop and maintain district and department safety manuals. 
5. Direct and manage the district’s playgrounds. Perform minor maintenance to playgrounds and coordinate major maintenance with Maintenance Department.

6. Direct and manage the district’s Safety Audit. Oversee and perform duties related to district safety audit process and submit required documentation. Coordinate safety committee(s) and attend meetings in an advisory capacity.

7. Review reports and investigations of staff, student, and visitor injuries and property damage claims to identify safety concerns and make recommendations to reduce accidents and claims.
8. Assist Chief Operating Officer with district’s energy management program. Communicate energy management guidelines to district staff.

9. Assist TISD Maintenance Department with online Key/Code/Tag program.

10. Assist Instructional Services with safety training for all employees and participate in the delivery of new employee orientation (Such as: Public Works, First Aide/CPR/AED training, etc).
11. Oversee CPR/First Aid program including documentation of all employees requiring training. 

12. Investigate and analyze reports of staff, student, and visitor injuries and property damage claims to identify safety concerns and make recommendations to reduce accidents and claims.

13. Perform facilities inspections, including district buildings and playgrounds.
14. Work cooperatively with department directors and administration to recommend proper safety equipment or procedures needed to provide a hazard-free environment.

15. Coordinate the selection and purchase of safety supplies, materials, and training from outside sources as needed assist with safety training for all employees and participate in the delivery of new employee orientation.
16. Develop and maintain district and department safety manuals.

17. Assist Maintenance Department with district material safety data sheets (MSDS) and manual. Review and provide information to employees and health care professionals as needed.

18. Plan and conduct needs assessment for improvement of energy management procedures, equipment, and systems.
19. Communicate energy management guidelines to district staff.
20. Communicate, on a regular basis, with campuses and departments regarding energy consumption and conservation.
21. Coordinate with Cenergestics on planning and conducting needs assessments for improvement of energy management procedures, equipment, and systems. 
22. Coordinate the installation, repair, and modification of energy management equipment in district facilities.

23. Travel to district facilities regularly to inspect monitoring devices and utility usage.

24. Recommend the disposal and replacement of obsolete equipment when needed.
25. Work effectively as a team with campus principals and other district administrators to implement successful programs.

26. Provide advice to upper management of loss exposure and accompanying risk regarding assets and employees. Recommend strategies to reduce these risks and loss exposures and their related costs

27. Develop and oversee budgets and cost estimates based on documented program needs. Ensure that programs are cost-effective and funds are prudently managed. 

28. Recommend sound policies to improve assigned programs. 
29. Evaluate insurance claims relating to district vehicles and worker’s compensation including loss analysis. 
30. Coordinate with Chief Operating Officer and Director of Purchasing on reviewing insurance company bids.

31. Attend professional growth activities to keep abreast of innovations in risk management and safety. 
32. Comply with policies established by federal and state law, State Board of Education rule, and local board policy governing assigned programs.
33. Design, implement, and evaluate systems for management of budget, personnel, and community relations.

34. Compile, maintain, and file all physical and computerized reports, records, and other documents required.

35. Communicate effectively with all levels of district employees, outside agencies, and the general public.  
36. Coordinate with campuses and departments on yearly safety drills. 

37. Coordinate with local fire and police departments on issues relating to safety drills and actions. 

38. Supervise the staff of Identago (FBI fingerprinting program).

39. Assist TISD Police Department during district emergencies.

40. Coordinate the Raptor System.

41. Evaluate job performance of employees to ensure effectiveness. 
SUPERVISORY RESPONSIBILITIES:
Hiring, discipline, and evaluation of risk management employees, Identigo and/or other staff as assigned.  

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:

Ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service; ability to manage others in a non-coercive and positive manner


Physical Demands/Environmental Factors:

Duties typically include frequent walking and standing, lifting and carrying; stooping, bending, kneeling, climbing, crawling and reaching. Work outside (exposure to sun, heat, cold, and inclement weather) and inside. Exposure to dust, toxic chemicals, biological hazards, bacteria, and communicable diseases. Frequent districtwide travel; Occasional prolonged and irregular hours.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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