357 NW North Street

'\Sﬂé Budget Department | Chehalis WA 98532
LEWIS COUNTY e S : R
Washington's First County

TO: Board of County Commissioners (BOCC), Ryan Barrett, County Manager
FROM: Becky Butler, Budget/Risk DirectorW

DATE: February 6, 2026

SUBIJECT: Position Review — Risk Specialist

| am requesting approval to regrade the Risk Specialist position from pay grade 121 to 122, aligning it with
the Safety Officer position, with a minimal financial impact.

Background

Historically, the Risk Specialist and Safety Officer functions were combined under a single position. When
the County reinstated a dedicated, permanent Safety Officer role, the positions were separated and graded
independently. At that time:

¢ Both positions were evaluated as warranting a pay grade of 122 when treated as distinct functions.
o However, the Risk Specialist was ultimately placed at pay grade 121.

Over the past full year with both positions operational as separate roles, it has become clear through day-
to-day operations and responsibilities that:

o The Risk Specialist handles the policy, administrative, and programmatic side of the County's risk
and safety management (e.g., policy development, compliance administration, risk assessment
coordination, claims administration, and related administrative functions).

e The Safety Officer focuses on the technical, hands-on operational side (e.g., direct fieldwork,
training delivery, inspections, hazard mitigation, and department-specific safety support).

These complementary but distinct functions justify equivalent classification levels.
| have consulted with Human Resources and collaborated to update the Risk Specialist job description to

accurately reflect its current scope and responsibilities. The revised job description better aligns with the
administrative/policy-oriented nature of the role and supports reclassification to pay grade 122.



| respectfully request that the BOCC and County Manager approve the Risk Specialist position at pay grade
122, consistent with the original evaluation intent and current operational realities. This would place both
the Risk Specialist and Safety Officer at the same grade (122), recognizing their comparable value and
responsibility within the County's risk and safety framework.

Financial Impact: The proposed change would have a small annual financial impact of approximately $5,600
(based on the difference between grades 121 and 122, including any applicable benefits adjustments). The
position is split between General Liability Fund No. 5120 and Workers Compensation Fund No. 5100; the
costs associated with managing this program are charged back in rates to all other departments and offices.
The costs could be absorbed in 2026 by leaving the position vacant for one month. However, that work
would shift over to my desk for the time being. The employee willing to step into the Risk Specialist position
is prepared to cover both her current role and the Risk Specialist role until we backfill the Public Defense
Coordinator. By making this change now, | can begin recruiting for the Public Defense Coordinator role and
offer fair compensation to the employee who assumes the additional duties.

To ensure a smooth transition and accurate placement of the incoming employee, | request resolution of
this grade adjustment prior to finalizing the new hire's appointment to the role.

Thank you for considering this request. | have provided an updated job description. Please let me know if
additional information is needed.
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RISK SPECIALIST JOB DESCRIPTION

LEWIS COUNTY

— edl. 71845 —

Job Title: Risk Specialist

Dept./Division: Risk and Budget/Risk Job Class Code: 1699

Pay Grade: TBD PCN: 1699001

FLSA: Non-Exempt Effective Date: February 2026
Representation Status: Non-Represented Revision Date: January 2026

Reports To: Risk and Budget Director

NATURE OF WORK

Under limited supervision, provides complex support to the Department Director and performs a variety
of administrative and technical risk management functions for the Lewis County Risk Department;
coordinates the administration of assigned Risk Management programs; conducts routine accounting
tasks; and performs other related duties as assigned.

ESSENTIAL FUNCTIONS:

The following duties are the fundamental, crucial job duties performed by this position. This is not a
comprehensive list of all tasks that may be assigned. Incumbent may be required to perform other duties as
assigned and appropriate for the position.

e Assists with the County’s Risk Management Program under the direction of the Department Director.

e Advises, assists and briefs the Department Director and occasionally the BOCC regarding risk
programs and liability issues; consults with elected and appointed officials on a wide range of risk-
related matters.

e Oversees the administration of the County’s mishap and tort claims programs; receives and reviews
documents, tracks claims; updates and maintains claim records and logs.

e Oversees the administration of the County’s self-insured Unemployment Insurance (UI) Program and
other Risk programs; compiles and analyzes claims information.

e Maintains and updates departmental databases pertaining to general liability, mishap, and
unemployment insurance; compiles and analyzes data; prepares reports of findings, county training,
and other Risk-Management related databases.

e Responds to inquiries and provides information to citizens regarding processes for filing tort claims.

e Maintains administrative systems and provides database support in relation to the County’s Risk
Management, Workers’ Compensation and related programs.

e Assists in the preparation and administration of the department budget.

e Coordinates and prepares the annual insurance renewal process and secures coverage for general
liability, airport liability, property, equipment, and excess Workers’ Compensation.

e Prepares, edits, copies, and maintains risk management correspondence, reports, policies,
memorandum, file plans, and/or other departmental documentation.
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Job Title: Risk Specialist Job Class Code: 1699

Schedules, coordinates, and participates in meetings with County departments and outside entities
on behalf of Risk Management as requested.

Administers and reconciles the Workers’ Compensation Imprest Account and other risk related
accounts; verifies the accuracy of workers’ compensation billing received from the Third-Party
Administrator; inputs expenditure information into the departmental database; monitors the
distribution of the Imprest account reimbursement check.

Verifies the accuracy of invoices; researches and corrects billing errors; monitors and tracks
departmental expenditures.

Takes administrative action to recover costs against responsible third parties and/or insurance
companies as necessary; processes payments for approved tort claims.

Works collectively and collaboratively with the Safety Officer, Prosecuting Attorney’s office, and
other elected offices and departments related to Risk Management, safety, and prevention.

WORKING ENVIRONMENT / PHYSICAL DEMANDS:

Work is performed in a standard office environment and involves light physical demands and frequent
use of personal computers.

QUALIFICATIONS:

REQUIRED: Associate’s Degree in Business Administration or a closely related field; AND four (4) years’
Risk Management and/or administrative experience.

A valid Driver’s License is required.

COMPETENCIES (Knowledge, Skills, Abilities, and Behaviors):
Knowledge of:

Risk management principles and programs.

Workers’ Compensation and Unemployment Insurance programs.
Procedures for processing tort claims.

Basic accounting principles and practices.

General office equipment and standard computer software applications.
Departmental records, reports, and documentation.

Skills in:

Performing a variety of administrative and risk-related technical risk management functions.
Assisting and coordinating assigned risk management programs.

Preparing and maintaining a variety of departmental records, reports, and documentation.
Reconciling Imprest accounts and performing routine accounting duties.

Establishing and maintaining effective working relationships with County departments, outside
agencies, and the general public.

Communicating effectively verbally and in writing.

Ability to:

Learn and follow County policies and procedures.
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Job Title: Risk Specialist Job Class Code: 1699

Behaviors:

e  Regular, reliable attendance.

As the incumbent in this position, I have received a copy of this position description.

Employee’s Name

Employee’s Signature Date
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SAFETY OFFICER
JOB DESCRIPTION

— edl. I/E8F5 —

Job Title: Safety Officer

Dept./Division: Risk and Budget/Risk Job Class Code: 1135

Pay Grade: 122 PCN: 1135001

FLSA: Non-Exempt Effective Date: January 2026
Representation Status: Non-Represented Revision Date: January 2026

Reports To: Risk and Budget Director

NATURE OF WORK

Under limited supervision, serves as the Safety Officer for Lewis County and conducts a variety of
technical safety functions; develops and implements safety protocols, practices, and policies; provides
health and safety services to County departments and personnel; and performs other related duties as
assigned.

ESSENTIAL FUNCTIONS:

The following duties are the fundamental, crucial job duties performed by this position. This is not a
comprehensive list of all tasks that may be assigned. Incumbent may be required to perform other duties as
assigned and appropriate for the position.

e (Coordinates the development and implementation of safety policies and procedures in compliance
with local, state, and federal rules and regulations including Occupational Safety and Health (OSHA)
and Department of Labor & Industries (L&I).

e Provides health and safety services to County employees, management personnel, and elected
officials regarding safety training.

e Facilitates and assists in providing for a reduction in the number, severity, and cost of County related
workplace accidents and injuries.

e Assists County Risk Department with the Workers’ Compensation Program as it relates to County
safety and in accordance with applicable regulatory requirements.

e [nvestigates incidents and assists with workers’ compensation claims.

e Provides safety consultation and recommendations to elected officials and management personnel
regarding measures necessary to prevent further safety related occurrences.

e Assists the Director with negotiations with the Department of Labor and Industries, investigates
complaint citations for Labor and Industries violations, and assists in resolving complex workers’
compensation claims.

e Performs safety inspections and identifies hazardous conditions and /or work practices; investigates
employee safety complaints; consults with County departments and provides related safety
recommendations to assist in eliminating and/or reducing workplace hazards.
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Job Title: Safety Officer Job Class Code: 1135

Provides safety consultation and technical advice to the Lewis County Safety Committee; offers
recommendations to minimize the cost of workers’ compensation, improve or eliminate unsafe acts
and/or work conditions, and to maintain compliance with regulatory requirements.

Assists with the development and implementation of the required training programs in coordination
with the Human Resources and Risk Departments.

Facilitates and develops specialized safety training programs as requested by County Departments
and/or elected officials.

Attends training, seminars, and conferences to maintain current knowledge and expertise in the
areas relevant to the effective execution of the job and to ensure the County remains compliant with
safety regulations.

Participates in Department meetings and follows up with department heads and elected officials
when actions or additional information is required.

Prepares and maintains a variety of safety correspondence, records, reports, and/or other
documentation.

Develops curriculum and provides monthly safety orientation to County employees regarding drug
and alcohol policies, bloodborne pathogens, personal protective equipment, hazard
communications, hearing conservation, and workers’ compensation; serves as Defensive Driving
Instructor.

Assist with developing and updating County wide and departmental Emergency Action Plan (EAP).
Generate a training database to coordinate, maintain, and monitor safety training and certifications.
Evaluate and recommend purchase of necessary protective equipment, clothing, and first aid
materials.

WORKING ENVIRONMENT / PHYSICAL DEMANDS:

Work is performed in a standard office environmentand in and around County facilities when conducting
safety inspections/investigations, subject to light physical demands and frequent use of personal
computers. May require work outside of normal working hours and/or travel for training or meetings

with other offices and jurisdictions.

QUALIFICATIONS:

REQUIRED: Bachelor’s degree in occupational health and safety, safety studies, business or public
administration, or a related field; and three (3) years of professional experience in an occupational health
and safety program.

OR

Associate’s degree in safety, health, environmental, or a closely related field; AND five (5) years’
experience working in safety for a large employer with a diverse work environment.

OR

Possess a combination of educational and professional experience that would ensure successful
performance of the position duties. Professional work experience may substitute year-for-year for the

educational requirements above.
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Job Title: Safety Officer Job Class Code: 1135

Must have the ability to obtain a Medic First Aid Certification. A valid Washington State Driver’s License
is required.

COMPETENCIES (Knowledge, Skills, Abilities, and Behaviors):
Knowledge of:

e OSHA, Division of Occupational Safety and Health (DOSH), and L&I programs, safety policies, and
regulations.

o Safety and workers’ compensation principles.

o Regulations and standards governing workplace safety.

e Procedures for conducting safety inspections and investigations.

e Various workplace safety training topics.

o Departmental records, reports, and documentation.

Skills in:

e Maintaining discretion when dealing with sensitive and confidential issues.

¢ Providing safety consultation to County departments, management personnel, and elected officials.

¢ Conducting safety inspections and investigating workers’ compensation claims and safety
complaints.

o Developing and delivering safety training to County employees.

e Establishing and maintaining effective working relationships with County departments and
personnel, and outside agencies.

o Communicating effectively verbally and in writing.

e Microsoft Word, Excel and Teams.

Ability to:

e Learn and follow County policies and procedures.

Behaviors:

e  Regular, reliable attendance.

As the incumbent in this position, I have received a copy of this position description.

Employee’s Name

Employee’s Signature Date
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