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JOB DESCRIPTION 
Puyallup School District 

Exempt Level 4 
 

RISK MANAGEMENT ANALYST 
 

Purpose Statement: 

The job of Risk Management Analyst is done for the purpose/s of aiding with legal coordination of the 
district’s risk, worker’s compensation, and legal compliance. 
 

Essential Functions: 

 Serves as District liaison with the Risk Pool regarding district liability and risk. 
 Processes risk claims, seeking ways to support employees and mitigate future risk. 
 Manages staff Vector trainings, ensuring staff are timely trained in all required areas. 
 Administers worker’s compensation claims, ensuring appropriate processing, coordination with 

Leaves office and various district departments.  
 Provides support to district compliance officers and assists with assignment of appropriate district 

personnel in response to policy complaints.   
 Supports Human Resources Administrators with employee investigations and discipline matters. 
 Authorizes expenses of risk budget 
 Attends meetings and trainings as required. 
 Assists other personnel as may be required for the purpose of ensuring an efficient and effective work 

environment. 
 
Job Requirements: Minimum Qualifications  
Skills, Knowledge, and Abilities  

SKILLS are required to perform multiple, technical tasks with a need to periodically upgrade skills to 
meet changing job conditions. Ability to communicate clearly in written and verbal form, to clearly relay 
information and technical details. 

KNOWLEDGE is required to perform basic math, including calculations using fractions, percents, and/or 
ratios; read technical information, compose a variety of documents, and/or facilitate group discussions; 
and analyze situations to define issues and draw conclusions. Specific knowledge required to 
satisfactorily perform the functions of the job includes: problem solving, communication and listening 
techniques; investigation techniques, principles and compliance requirements of school district personnel 
and student compliance requirements; and applicable federal state and local laws, rules, regulations and 
policies and procedures. 

ABILITY is required to collect and analyze data to determine ways to mitigate risk. Flexibility is required 
to independently work with others in a wide variety of circumstances; analyze data utilizing defined but 
different processes; and operate equipment using standardized methods. Ability is also required to work 
with a significant diversity of individuals and/or groups; work with a variety of data; and utilize specific, 
job-related equipment. In working with others, independent problem solving is required to analyze issues 
and create action plans. Problem solving with data requires independent interpretation of guidelines; and 
problem solving with equipment is limited. Specific abilities required to satisfactorily perform the 
functions of the job include: identify needs, record data and complete and maintain necessary 
documentation and do follow up work in a timely manner; operate a personal computer; work in 
partnership with service providers, legal counsel, and general public; understand and follow written and 
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verbal instructions; perform and complete multiple duties and assignments concurrently and in a timely 
manner; meet the travel requirements for the position. 
 
Responsibility  
Responsibilities include working under limited supervision using standardized practices and/or methods; 
leading, guiding, and/or coordinating others; and operating within a defined budget. Utilization of 
resources from other work units/locations are often required to perform the job's functions.  
 
Working Environment  
The usual and customary methods of performing the job's functions require the following physical 
demands: occasional lifting, carrying, pushing, and/or pulling; limited stooping, kneeling, crouching, 
and/or crawling; and significant fine finger dexterity. The job requires 75% sitting, 15% walking, and 
10% standing. This job is performed in a clean and healthy environment. 
 
Experience: Job related experience (paralegal or equivalent) preferred. Experience with public policy, 
and State and Federal laws required. Experience with school district risk management, worker’s 
compensation and legal compliance required.  
 
Education: Bachelor’s degree with study in job related area.  
 
Clearances: Criminal Justice Fingerprint/Background Clearance and valid driver’s license 


