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	1
	Job Title
	DCA Officer

	2
	Function & Business Unit  
	Specialty Claims

	3
	Location
	London, Nottingham, Dublin

	4 
	Direct & Indirect 
Reporting Line
	Direct Line Manager
DCA Manager

Indirect (dotted) Line Manager
None

	5
	Direct & Indirect Reports
	Direct Reports
None

Indirect (dotted) Reports
None

	6
	Committee Roles
	Chair
None

Member
None

	7 
	Key Stakeholders 
	Claims 
Risk 
Internal Audit 
Compliance 
Information Technology 

	8
	Applicable Conduct Rules 
	
1. You must act with integrity. 
2. You must act with due skill, care, and diligence. 
3. You must be open and cooperative with the FCA, the PRA and other regulators. 
4. You must pay due regard to the interests of customers and treat them fairly. 
5. You must observe proper standards of market conduct. 
6. You must act to deliver good outcomes for retail customers. 


	9
	Last Review Date 
	09/03/2026








Position Overview 

Support the managing and overseeing all aspects of the company's delegation of claims authority to Coverholders and Third-Party Administrators save for technical referral of claims above authority which falls to the relevant Class of Business claims teams. Ensuring the onboarding process for Claims partners is done in accordance with the DCA Framework.
Working closely with Partnership managers you will ensure that we create great outcome for our customers and the Business through rigorous oversight

Essential Job Functions: 

· The successful candidate will support the Partnership Managers and the wider Claims Team. 
· Interact directly with various stakeholders to provide support, assistance and guidance on all matters related to delegated authority and onboarding.
· Support with the undertaking of bordereaux management and process 3rd party data to ensure timely and accurate internal and external reporting.
· Support with audit management to ensure all that all of the delegated partners are scheduled annual audits, the audits reports are processed to standard and audit recommendations are successfully remediated.
· Assisting in maintaining a portfolio of delegated partners.
· Assist in the general management of key processes as they relate to delegated facilities
· Liaison with other internal teams as required by the Partnership Manager

Qualifications, Experience, Competence: 

Qualifications 

· ACII qualifications (preferred or progress towards) 
· Educated to degree level preferable but not essential 

Experience 

· Previous experience in the Claims governance area beneficial 
· Knowledge of Claims Best Practice frameworks 
· Understanding of the Warranty Space

	Functional/Technical Competencies 

· Must be a team ‘player’ and work for the good of the team as well as individually. 
· This is an important support service to our Business and wider customers and requires a ‘can do’ attitude and approach
· Strong communication skills including the ability to effectively interact with senior leadership. 
· Strong interpersonal skills including ability to build and maintain good working relationships. 
· Strong organizational skills, good time management, detailed orientated, able to prioritize, and able to handle multiple tasks simultaneously. 
· Strong numeracy skills and ability to interpret quantitative data 
· Knowledge and experience of Business Analysis techniques e.g., requirements gathering, workshop facilitation, stakeholder analysis, process mapping. 
· Ability to identify problems; recognising significant information; linking various pieces of information; tracing possible causes of problems, obtaining relevant data, searching for solutions. 
· Be technically competent in Excel, PowerPoint and have solid report writing skills. 





Core AmTrust Behavioural & Professional Competencies (Employees)

Results Driven: Displays energy, determination, and a sense of urgency to get the job done; understands the importance of meeting deadlines to achieve objectives; takes responsibility for organising own workload to ensure goals are met; identifies barriers or issues that might impact adversely on getting the job done and is proactive and innovative in resolving problems and finding solutions; strives for excellence.

Adaptable & Open to Change: Demonstrates a willingness to adapt and change according to circumstances; is able to comfortably handle ambiguity and changes in priorities; identifies the requirement to demonstrate flexibility for the wider benefit of the department and the business; supports change and the drive to continuously improve.

Partnership Management & Customer Focus: Builds and maintains strong internal and external customer and other partnerships as relevant to role; is able to effectively understand and support customer needs while balancing business needs; takes responsibility for meeting agreed service levels and other commitments.; strives to deliver excellence and innovates to deliver solutions; ensures that all our customers are treated fairly and receive good outcomes in accordance with our regulatory requirements.

Risk Management: Is able to understand and identify common types of business risks for their functional or business area; actively supports the maintenance of an effective control environment; takes timely remedial action as may be required to prevent or minimise loss; proactively escalates risks to the appropriate party; supports continuous improvement in the management of risk.

Collaboration: Demonstrates respect and integrity in all collaboration with others; works with rather than competes with others in the business to achieve company goals; builds trust through open communication; adapts style and messaging appropriately; seeks out and listens to the opinions of others; supports team building and an inclusive culture that values diversity.

Continuing Professional Development: Proactively keeps up to date with regulatory and professional changes; maintains the required knowledge and skills to perform in post and undertakes all required / mandatory training; ensures that annual learning and development plans and Continuing Professional Development (CPD) obligations are achieved.

AmTrust Values: Able to demonstrate and role model AmTrust’s values: Excellence, Innovation, Integrity, Responsibility, Inclusion and Teamwork.

Conduct Rules: Acts at all times in accordance with the Conduct Rules (as set out above)
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