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Position Description - Admin Team 

Position:  Risk Manager 
 

Manager:  Director of Accounting 

Reporting Structure: 
Reports to Director of Accounting.  Works with all members of operational and project management to ensure 
understanding and enforcement of risk management procedures.  Works with Senior Project Administrators on 
project related insurance and contracting. 
 

Job Summary: 
Responsible for risk management policies and procedures of Hoffman and its affiliates including contract 
management, casualty/liability insurance and internal risk management audits. This is accomplished through a 
combination of performing the duties and responsibilities below as well as training, cross-training on key 
functions and collaboration with team members. 
 

Essential Duties and Responsibilities: 
1. Manage entire contracting process including submission of offers, owner contracting, subcontracting with 

contractors, consultants and vendors and joint venture/development agreements. 
2. Coordinate and support project insurance and contracting work performed by Senior Project 

Administrators; includes builders risk and pollution insurance and contract drafting (owner, subcontractor, 
consultant, etc.).  Develop SPJA ability to independently draft, interpret and explain contract language used 
in project contracts. 

3. Develop and maintain contract templates and ensure proper use by all parties.  This includes procedures 
for document security such as editing and revision controls. 

4. Assist business development and project leaders in discussions with clients, subs, consultants, business 
partners and others to facilitate negotiation of contract terms and conditions.   

5. Assist and advise project team members on contract claims.  Includes compliance with contractual 
provisions for notice, claim documentation and dispute resolution.   

6. Provide overall management of the casualty insurance program including professional liability, general 
liability, property, builders risk and pollution liability.  Includes placement/renewal of coverage, 
communicating with brokers and updating internal practices to ensure compliance with insurance 
agreements.  Also includes notification of brokers and insurers of actual or potential claims and submission 
of claim documentation. 

7. Coordinate with Safety, IT and HR on workers compensation, cyber security and executive risk policies. 
8. Engage legal and insurance resources as needed.  Serve as primary point of contact with legal/insurance 

advisors and Hoffman staff  Act as “translator” to ensure that advisors understand Hoffman issues and that 
their advice is fully understood internally. 

9. Establish and ensure compliance with internal policies, procedures and controls related to risk 
management including regular reviews of project documentation as part of project audits. 

10. Advise President and Operations Team on risk matters; report non-compliance causes and 
recommendations. 

11. Develop and conduct staff training on risk management topics. Take advantage of outside resources such 
as attorneys and insurance advisors. 

 

Supervisory Responsibilities: 
1. Advise and oversee the activity of management and project team members related to risk management. 
2. Assist as requested with orientation and training of new employees in all departments. 
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3. Assignment/coordination of risk management tasks to SPJA’s, cross training and professional development 
of SPJA’s on project related risk management. 

 

Qualifications: 
1. Proficient with word processing, spreadsheet, file-sharing, business and design software required to 

perform assigned work; maintains proficiency as these systems change 
2. Excellent interpersonal and communication skills (written and verbal) 
3. At least 7 years of experience in legal, contracting, insurance or related businesses, ideally in connection 

with construction. 
4. Contract drafting and negotiation experience is required, ideally in connection with construction. 
 

Physical Demands, Time Requirements and Standards Applicable to this Position: 
1. Available for extended hours/business day and limited overnight travel. 
2. No incident of crime, theft, fraud/misrepresentation, unethical financial or business dealings or poor 

personal credit history because position requires access to company’s bank accounts and/or payment 
authorization involving Hoffman or client funds. 

 
This Position Description provides general information about functions and principal duties of the job. It is not a 
detailed description of all work requirements.  Nothing in this Position Description restricts management’s right 
to assign or reassign duties and responsibilities at any time. 
 
Job code:  TBD 


