Chief Procurement Officer

Property Management Division


CLASS T102

POSN # _______ 
CREATED _____
DIVISION SUPERVISOR, ASSET MANAGEMENT DIVISION 

(DIRECTOR OF PROPERTY AND RISK MANAGEMENT)
Administrative Services Department, Asset Management Division
 (Grade __) 

Definition:

Administrative and supervisory work in connection with Risk Management and loss control efforts, manages insurance policies held by the Town and Schools including property, casualty, liability, and specialty coverages;  Oversight of Licensing operations; actively works in negotiating, preparing and administering leases for Town owned properties in conjunction with the Legal division; administers and oversees utility contracts for electricity, natural gas, and fuels; management through subordinates of key functions on Town property including, parking operations, Special Events and the Heritage program involving Town memorials and monuments; the management of Town assets; performs related work as required. 

Supervision:

Works under the general direction of the Town Manager and within the established policies and procedures of the state and local laws regarding property management, insurance, and procurement; working guidelines are established by Massachusetts General Laws including Chapter 30B, , Chapter 30 Section 39M and Chapter 25A. Also receives oral and written direction from the Assistant Town Manager.  Works effectively and collaboratively with all Department Heads and the School Department Senior Staff and Principals. 
Performs varied and highly responsible functions requiring extensive independent judgment in ensuring conformance with applicable laws, regulations and departmental policies, and in responding to media requests; Interacts directly with the public on behalf of the Town in the Insurance and Property Management functions; Interacts indirectly through subordinates on behalf of the Town in the licensing function; participates in the development of management plans, budgets  and programs at the municipal level. Expected to present to Town Council on Land Issues and to support related land use committees and commissions.
Works independently most of time, only consulting with supervisor when exceptions or clarifications are required. 
Directly supervises one Assistant Division Supervisor, who acts as Licensing Director, and one (1) Insurance Asset Coordinator, and indirectly supervises one (1)  parking coordinator, one (1) licensing administrative support and one (1)  part time staff, and seasonal employees associated with the greeter and parking programs.  

Job Environment:

Work is performed under typical office conditions, with required service during the evenings to attend meetings; the noise level in the work environment is usually moderately quiet. Property Management tasks require field work in meeting with tenants and visiting Municipal property throughout town. Insurance Claim Management requires visiting locations throughout the Town to meet adjusters, employees and residents.
Errors could result in long term significant financial loss to the Town, lower standards of service, significant time loss, damage or loss to property and/or equipment, a delay of services, and/or adverse legal repercussions.
Has access to confidential departmental information including leases, assessments, and contracts and negotiations. Has access to lawsuits and accident reports involving the Town including confidential student and employee health and termination information. Has access to loss runs involving workers compensation claims and employee injuries. Has access to departmental confidential information such as personnel records, criminal investigations, probation reports, and court proceedings and police activities.

Work involves frequent interdepartmental and public interaction with outside agencies on a County and State level, requiring considerable discretion, resourcefulness and persuasiveness to achieve desired objectives and recommendations.

Essential Functions:

(The essential functions or duties listed below are intended as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
Supervises the planning and execution of procurement activities for town-wide utility contracts, renewable energy projects, insurance requirements and property related leases. Actively participates with State and County organizations.
Primary contact for public inquiries into the sale, receipt, donation, use and concerns associated with municipal property.  Assist public in determining status of property questions and involves the appropriate department or division contact for resolution. 

Supports all Town Departments with land management issues. Leads interdepartmental discussions on high profile or technical projects and properties, manages task completion assignments, ensures the meeting of milestones and deadlines; responsible for records management associated with these projects and ensures the coordination of departments and divisions as identified.

Responsible for managing, posting and updating of the Town Wide Property Management Data Base for all municipal property. This includes researching and cataloging the acquisition and disposition records of all town property through active research at the county registry of deeds, state/federal granting agencies and Town Records.
Responsible for the coordinating with outside agencies that partner with the Town in Conservation restrictions and other land control relationships with private land holding entities. This includes DPW site visits, land management, planning and maintenance.
Identifies and coordinates with, various Town Departments and Divisions to address property management issues.  Advises on best way to ensure the most effective and efficient use of Town resources. On behalf of Town Manager, leads the buy, sell, lease or hold discussions regarding Property outside of Open space or Land Bank purchases

Responsible for overseeing the function of managing designated Non-Active Municipal Properties.  These include numerous leases, ways to water, support to the Lombard Trust, Sandy Neck leases, and landbank properties designated with non-recreation or non-conservation restrictions. Supports other Town Departments/Divisions with the formation, updating and implementation of management plans.
Actively supports the Treasurer in the disposition of land through the Tax Title and Tax Foreclosure process.

Reviews and modifies Town and School Department, Insurance procedures and recommends to the Town Manager for inclusion in the Town and school Department’s Administrative Procedures.

Maintains active town-wide insurance policies in an accessible nature for Property, Casualty, Specialty and General liability risks; Binds coverage on behalf of Town and School operations; updates and reviews changes to insurance policies, maintains loss files to forecast future premium savings and changes, and approves insurance related invoices for payment. Actively balances available budgets against third party insuring or self-insuring assets and operations. 
Plans, organizes, coordinates and executes the Risk Management and Loss control function for all Town Departments, School Department and enterprise accounts; Is responsible for identifying, evaluating, and analyzing risks inherent to the operations of the Town with an effort to minimize liability and loss exposure. Works with all Departments to analyze risk associated with proposed, experimental or evolving operations through Town Government. Formulates, implements, administers, and evaluates risk management strategies to efficiently and cost-effectively manage those risks. Responsible for educating, advising, and counseling, Town employees to reduce or transfer loss risks. 
Required to remain informed of the dynamic changes that occur within the municipal community and make the best risk mitigation method decisions based on the changes. Participates in forums, risk management educational programs and other educational opportunities to stay abreast of emerging issues affecting municipal insurance risks.
Reviews and approves field trips for School Department regarding potential risk to students and staff.  Includes sourcing of insurance for foreign trips as well as analyzing activities to determine if coverage is adequate to meet risks.  Reviews paperwork with school attorney to address indemnification and proper waiver language. Works to manage student accident claims through appropriate insurance avenues.
Reviews the insurance language and exposure risk found in Municipal licenses, easements, contracts and other legal documents outside of procurement activities; manages distribution of Certificates of Insurance to outside sources; keeps Certificates of Insurance provided to the Town and School from outside vendors and individuals providing contractual services on file; 

Actively works with Department of Public works in Snow and ice operations to review liability exposures and insurance procedures for contracted outside snow plow operators.
Works with Town Departments to ensure proper coverage of new and expanding high risk programs or where contractual agreements are in place that require additional insurance coverage; communicates with the Department heads, Legal, and Town Manager to provide guidance on language and contract terms to protect the town interests.
Conducts training in loss control and risk management procedures for department heads and operating personnel. Conducts training in contract management and lease administration.
Verifies the compliance of recommendations provided to the Town by various insurance carrier’s loss specialist; sends the insurance carrier’s loss specialist confirmation letters regarding the status of the recommendations. Coordinates driver eligibility checks on new hire employees who drive Town owned vehicles

Works with Human Resources Division to manage workers compensation program. Investigates and analyzes accidents involving District employees injured while using District equipment or facilities. Plans and coordinate various liability and workers’ compensation insurance policies. Meets with HR on a regular basis to discuss long term options for providing coverage.
Supports DPW, Police, Schools and Airport in emergency loss recovery through MEMA and FEMA.
Prepares renewal applications on annual renewal cycle; Collects relevant financial, loss history and asset data to supplement the applications; Binds insurance coverage annually within budget established, and secures coverage to adequately address risk exposures throughout the Town 

Designs and maintains departmental computer data bases; maintains claims and loss records including settlements, loss runs, claims files, and interaction between departments and the public

Generates monthly and annual reports concerning all aspects of property management, municipal insurance, utility management and procurement.

Writes and prepares contracts, Power Purchase Agreements and administers leases for town-owned properties in conjunction with the Legal Department; works with satellite Departments and schools to negotiate leases with landlords; prepares and posts advertisements, files required documentation with state and local agencies, and works with departments to identify properties. 

Performs similar or related work as required or as situation dictates.
Recommended Minimum Qualifications:

Education and Experience:
Bachelor’s Degree in business management, public administration, or related field; and over 7 years of progressively responsible administrative experience in the procurement field; experience in project management, construction procurement, or contracting; or any equivalent combination of education and experience. Comprehensive understanding of Utility Markets and commodities contracting; In depth comprehension of the Property Casualty, specialty and workers compensation insurance marketplace in order to contract effectively; Five years of increasingly responsible professional experience in risk management, liability insurance (working in an insurance or legal office dealing with claims), and workers’ compensation.
Knowledge, Ability and Skill:

Knowledge:  Thorough knowledge of Massachusetts General Laws relating to procurement (including bidding laws and requirements), Contract preparation and development, property management, Lease development, and utility contracting.  A full understanding of insurance policies, practices, claims procedures including a familiarity of how these laws work, interact and are enforced.  General knowledge of the kinds of equipment and materials purchased by a municipality and of the sources of supply for those materials.  Adequate understanding of Government, Finance and municipal operations to allow perspective on risk management and loss control procedures to adequately protect municipal operations.
Ability:  Ability to interact in a positive and effective manner with personnel at all levels of authority.  Ability to communicate clearly and concisely, in writing and orally.  Ability to maintain accurate and detailed records.   Ability to prepare and analyze comprehensive reports.  Ability to carry out assigned projects to their completion.  Ability to establish and maintain effective working relationships with employees, Town and School officials, State officials and the general public.  Ability to read blueprints.  Ability to handle multiple deadlines simultaneously.  Ability to write specifications and other technical documents.  Ability to write bids, contracts, and specifications with the technical assistance of the respective department/division requesting such commodity.  Ability to source commodities to a good vendor. Ability to read and comprehend insurance policies. Ability to effectively establish asset lists, claims databases, property lists, and complex utility spreadsheets tracking usage and costs over long periods of time.
Skill:  Skill in sourcing and negotiating with vendors.  Excellent communication, organizational, and public relations skills.  Skill in the use of personal computers, particularly word processing, data base management, and spreadsheet applications. Skill in interacting with the public in the area of claims against the Town.
Physical Requirements:

Minimal physical effort demanded in performing duties under typical office conditions.  Ability to operate a keyboard at efficient speed.  Ability to sit for long periods of time while working.  The employee is frequently required to use hands to finger, handle, and feel.  Close vision at or correctable to normal range in order to work with numbers and details for long periods of time. Occasionally lifts office supplies weighing 10 to 15 pounds and storage boxes weighting 20 - 30 pounds.  Occasionally travels throughout the town and other town buildings. Occasionally walks through woods, and open space property, visits buildings, attics, basements and beaches.
(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.)
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