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Job Title Manager, Contracts & Risk Management
Department Staff
Institution Foothill-De Anza Community College District
Los Altos Hills, California

Date Posted Jan. 10, 2024

Application Deadline Open until filled
Position Start Date Available immediately

Job Categories Director/Manager

Academic Field(s)  Administration - Accounting & Finance
Administration - Other

Apply Online Here https://apptrkr.com/4923267

Apply By Email

Job Description

Image not found or type unknown

Manager, Contracts & Risk Management

HR EMPLOYMENT/CAREERS
Initial Review Date: 02/20/24**

**Any complete applications received after the review date will only be forwarded to the hiring
committee at their request.

SALARY GRADE:
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A2/A3 - H
Full Salary Range: $126,823.46 - $178,453.33 annually*
*Actual placement is based on applicant's verified education and experience (Customary Hiring

Range$126,823.46 - $139,822.86 annually). In addition, candidates with verified educational units
beyond the minimum qualification may qualify for additional pay.

The Foothill-De Anza Community College District is currently accepting applications for the
management position above.

The Foothill - De Anza Community College District does not have a remote work policy. All
employees are expected to be available to work in person and on-site per the requirement of
the department

Foothill - De Anza Community College District Mission Statement:

The mission of the Foothill-De Anza Community College District is student success and educational
excellence. The district and its colleges provide access to affordable, quality educational programs and
services that develop a broadly educated and socially responsible community that supports an
equitable and just future for California and the global community. Every member of our district
contributes to a dynamic instructional and learning environment that fosters student engagement,
equal opportunity, and innovation in meeting the various educational and career goals of our diverse
students. Foothill-De Anza is driven by an equity agenda and core values of integrity, inclusion, care
for our students' well-being, and sustainability.

POSITION PURPOSE:

Under the general direction of the Director of Purchasing, Contracts and Risk Management, the
Contracts & Risk Manager is responsible for contracts and managing risk management programs
district-wide. This position reviews and negotiates contracts to assess appropriate legal form to
minimize exposure to risk and liability in the event of contract default, and to ensure that the staff,
students, public and district's assets are adequately and appropriately protected.

NATURE and SCOPE:

This position is responsible for assisting the Director in the development of the risk management
budget. Works with attorneys, adjusters, and investigators in handling claims and lawsuits against the
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district, keeps district staff aware of situations that could expose the district to loss of property, liability,
and litigation. Approves the settlement of claims against the district up to $5,000 and assists in the
preparation, analysis and recommendation to the Board of Trustees for the disposition of other claims
against the district. Negotiates certain contracts and makes recommendations to the Director, and/or
Vice Chancellor of Business Services. Develops and recommends appropriate insurance coverage and
self-insured retention programs. Coordinates and maintains the district's emergency plan. Provides
district wide leadership for safety, ergonomic evaluations and loss prevention.

KEY DUTIES and RESPONSIBILITIES:

Contracts:

1. Develop document for contractual agreements between the district/colleges and various vendors
including, but not limited to maintenance contracts, service contracts, performance contracts,
lease agreements and Independent Contractor Agreements.

2. Explain and interpret rules, regulations, policies, and procedures pertaining to contractual
agreements to district personnel and representatives of other agencies.

3. Confer with and advise college officials on contract requests, and on the development,
preparation, interpretation, and revision of technical specifications for the procurement and lease
of materials and services for compliance with law and district policies.

4. Act as a liaison between the district and external agencies, including school districts, city and
state governmental agencies.

5. Assist in the resolution of complex problems and issues over contractual interpretations between
vendors and users regarding deficiencies in quality of goods or services received by the district,
terms and conditions, and completion of projects.

6. Evaluate vendor and product performance as necessary; compare performance to standards,
specifications and terms of contracts; take appropriate action; maintain insurance records for
active vendors as appropriate.

7. May administer contracts as assigned.

Risk Management:

The following duties and responsibilities are typical but not limited to the following:

1. Plan, coordinate, manage, and evaluate the functions assigned to the risk management section
including safety, property and liability.
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. Develop, review, place, and monitor all insurance policies and self-insured retention programs for

the District including student health, accident, and athletic policies, and act as liaison between
District and insurance carriers.

Disseminate information throughout the district regarding the District's insured and self-insured
programs, coverage, and procedures to address claims and minimize exposure to potential
losses.

. Manage all property and liability claims and lawsuits against the district, work with insurance

providers to report and investigate all claims. Minimize property loss.

Meet with District managers, appropriate legal counsel, and individual companies contracting with
the District to discuss, evaluate and mutually determine appropriate action with regard to
contracts, insurance, litigation, and risk matters.

Serves as the district safety officer, coordinating a safety program that complies with legal and
regulatory standards that apply to the district. Act as the district liaison with agencies such as
OSHA, CHP and County of Santa Clara Health Department, Office of Emergency Services, and
American Red Cross.

Assures compliance with the District's Injury and lliness Prevention Program (lIIPP) by providing
motivation, incentives and appropriate training to staff, maintaining a safe work environment
enforcing safe work practices, reporting and investigating accidents, maintaining necessary
documentation and requiring employees to receive mandated training.

Identify staff training needs for loss prevention and safety compliance. Develop/ deliver training
programs or outsource training as deemed appropriate.

Coordinates the preparation and maintenance of the district's emergency plan in conjunction with
College Police and Safety staff, Facilities, District administration, and appropriate consultants and
contractors.

Assists with the implementation of the district's hazardous materials management program.
Analyzes, prepares reports and present information regarding risk management matters to Board
of Trustees, management, staff, governance groups and agencies.

Develops and recommends policies and/or procedures to respond to new regulations working
within college and district governance structure.

Assist in development of the district's risk management related budget and expenses.

Maintains current, accurate and meaningful insurance, premium, legal, loss, claims and related
statistical risk management records.

Support, implement, and promote compliance with the District's Diversity and Equal Opportunity
Plan in all aspects of employment and education; encourages cultural and ethnic diversity in
staffing, curriculum, programs, and services.

Perform other related duties as assigned.
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EMPLOYMENT STANDARDS

Knowledge:

1.

abrow

Policies, standards, laws, regulations and practices pertaining to risk management, safety,
insurance, loss prevention, claims management, tort claims.

California Education Code, government code and public contract code pertaining to community
college operations.

Contract law and contract document development.

Risk management specializing in liability and property coverage.

Principles and practices of large complex organizations with multiple physical locations and
building structures (experience with higher education desired).

Technology, computers and software commonly used in modern risk management office
environment.

Skills and Abilities:

ok

No

10.
11.

Understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic,
religious, and cultural backgrounds, disability, and sexual orientation of community college
students, faculty and staff.

Communicate effectively both orally and in writing, including writing complex reports, proposals
and presentations.

Analyze complex data and information and prepare reports, recommendations and proposals.
Understand, interpret, explain and apply laws, rules, policies, procedures and regulations.
Work effectively with diverse students, staff, faculty and administrators individually and as team
members, including contractors and their representatives, and legal advisors..

Develop and implement strategic planning and management processes.

Implement concepts of shared governance.

Represent and promote the interests of the District in the administration of contract and risk
management programs.

Handle difficult and sensitive issues and problems and resolve conflicts.

Train, assign, supervise, evaluate and develop staff, if applicable.

Work independently with little direction.
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MINIMUM QUALIFICATIONS:

1. Understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic,
religious, and cultural backgrounds, disability, and sexual orientation of community college
students, faculty and staff.

2. Bachelor's degree from an accredited college or university with major coursework in business,
public administration, or a closely related field with emphasis on insurance, risk management, or
contract law.

3. Three years of experience in risk management, insurance, claims management, and contracts
including interpreting, preparing, assisting in negotiation and processing of contracts.

4. Evidence of successful completion of supplemental training in areas related to risk management
such as safety, hazardous materials, insurance, torts, claims, benefits and purchasing (equivalent
to 45 Qtr or 30 semester units).

Preferred Qualifications:
1. Associate in Risk Management (ARM) or Certified Safety Professional (CSP).
2. Knowledge and experience in legal system for contract issues and small claims court and lawsuit
process.
WORKING CONDITIONS:
Environment:

1. Typical office environment; subject to some physical activities.

Physical Abilities:

1. Hearing and speaking to exchange information in person and on the telephone and make
presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Vision sufficient to read various materials.
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4. Sitting for extending periods of time.
5. Bending at the waist.
6. Lifting and carrying objects up to 20 Ibs.

APPLICATION PACKET:

1. A District on-line application on http://hr.fhda.edu/careers/. *In the application, you will provide
information, which demonstrates your understanding of, sensitivity to, and respect for the diverse
academic, socio-economic, ethnic, religious, and cultural backgrounds, disability, and sexual
orientation of community college students, faculty and staff. Additionally, you will be asked to
explain how your life experiences, studies or work have influenced your commitment to diversity,
equity and inclusion.

2. A cover letter addressing your qualifications for the position.

3. A current resume of all work experience, formal education and training.

If any required application materials are omitted, the committee will not review your application.
Items not required (including reference letters) will not be accepted. For full-consideration, all
application packets must be received by 11:59 pm on the closing date.

Please allow yourself ample time to complete your application and resolve any technical
difficulties that may arise with your submission. We do not guarantee a response to application
guestions within 48 hours of the closing date.

CONDITIONS OF EMPLOYMENT:

Position: Full-Time, Contract, 12-months per year

Starting date: As soon as possible upon completion of the search process.

Annual salary plus benefits; excellent benefits package which includes coverage for employee and
eligible dependents, dental, vision care, employee assistance program, long term disability, retirement

benefits and basic life insurance.

For information on our benefits package that includes medical for employees and dependents, visit our
web site: http://hr.fhda.edu/benefits/index.html
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Persons with disabilities who require reasonable accommodation to complete the employment process
must notify Employment Services no later than the closing date of the announcement.

The successful applicant will be required to provide proof of authorization to work in the U.S.

The Foothill-De Anza Community College District does not reimburse applicants for travel, lodging or
any other costs incurred by applicant to attend interviews. All interviewing costs incurred will be the
responsibility of the applicant.

For more information about our application process contact:

Employment Services

Foothill-De Anza Community College District

12345 El Monte Road

Los Altos Hills, California 94022

Email: employment@fhda.edu

http://hr.fhda.edu/

To apply, visit https://fhda.csod.com/ux/ats/careersite/4/home/requisition/1500?c=fhda

jeid-5451e9512afe5f418b1a46619ee47c29
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Contact Information

Please reference Academickeys in your cover letter when
applying for or inquiring about this job announcement.

Contact
Staff
Foothill-De Anza Community College District
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