
Comal County 
Job Description 

 
Job Title:  Executive Office Manager/ Loss Control  
                   Coordinator 

Job Code Number: 0311 

Department:  Human Resources DOT Code: 
Employee Name:  Loretta Wallace Employee ID:  2243  
Salary:  E5 $46,632.27  Reports To:  Director of Human Resources 
Location:  Comal County Prepared By:  Human Resources 
FLSA Status:  Exempt Approved By:  Commissioners’ Court 
 
SUMMARY    
Develop and manage a Loss Control program that includes a comprehensive safety program tailored to 
departmental needs and unique requirements.  Tracks/analyzes loss trends with respect to worker’s 
compensation, injury reporting and codes, and unemployment compensation.  Establish training 
programs that better prepare employees and supervisors to conduct their jobs in safe and professional 
manner.  Updates Human Resources data regarding all aspects of personnel related matters, and ensures 
the accuracy of said data. Prepares, monitors, and staffs county-wide personnel action requests and other 
source documents. Input and retrieve personnel data from personnel data system. Create management 
information products for use by Commissioners' Court staff and provide statistical analysis when 
required.  Develop, implement, and manage personnel programs that respond to specific needs of the 
County and its' employees.  Advises on all personnel matters and facilitates personnel management 
decision-making. 
 
SUPERVISION RECEIVED  
Works under the general supervision of the Director of Human Resources. 
 
SUPERVISION EXERCISED  
Supervises HR personnel.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
Duties include the following: 
 
HUMAN RESOURCES SUPERVISOR: 

1. Directly supervises HR personnel. 
2. Responsible for training HR personnel new to the HR department. 
3. Provides functional support to HR personnel. 
4. Leads and directs the work of others. 
5. Recommends new approaches and procedures to the HR Director for continual improvements in 

the efficiency of the department and the services provided to the County. 
6. Serves as back up to the HR Director when necessary. 

 
HUMAN RESOURCES FUNCTIONS: 

1. Courteous daily contact with job applicants. Information on requirements and education for      
current job openings.  This contact is in person and/or over phone. 

2. Maintains employee field personnel records by filing and pertinent documents.  
3. Maintain employees’ medical records separately from the field personnel records.   
4. Ensure records are controlled confidentially of information. 
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5. Maintain records according to both the privacy and open records act.  Focal point for the 
reuse of employee information to inquiring sources. 

LOSS CONTROL: 
1. Works with the TAC Risk Control Consultant to ensure inspections of properties/buildings, 

departments, vehicles, equipment to evaluate physical conditions including safety practices, 
safety policy compliance, and hazard conditions.   

2. Prepares written reports of findings and recommendations of corrections of unsafe or 
unsanitary conditions. 

3. Conducts accident investigations on employee and non-employee accidents/incidents.  
Notifies County legal counsel of incidents. 

4. Serves as the Safety Committee Chairperson. As such, coordinates Safety Committee 
operations, purpose, agenda, notifications and meetings with Risk Control Consultant and 
HR Director.  

5. Works with TAC Risk Control Consultant on safety training for county employees utilizing 
trend analysis of previous and present years’ incidents and using guidelines set by TAC. 

6. Maintains sign-in log at all safety training in safety training binder, document presence in 
system and track training missed or needed to repeat for all County employees. 

7. Confer with employees in the compliance of safety standards, codes, and regulations. 
8. Assists with reviewing accident/workman’s compensation histories and claims against 

insured and inspects scenes of accidents to determine cause.  Provide input for accident 
prevention programs. Coordinates plans and activities with TAC Risk Control Consultant. .  

9. Main focal point for county employees to acquire ID Badges; new hires, dismissals/terminations, 
change in access levels, replacements) and maintain accurate security records.  

10. Discuss with appropriate personnel on all Workers’ Comp, COBRA and HIPAA related 
matters and assists in the tracking of all FMLA related leaves. 

 
WORKMANS' COMPENSATION: 

1. Reports work related injuries to workman’s compensation insurance company in a timely 
manner using forms required forms (DWC-1 3 and 6 includes wage statements).  

2. Four Point Contact - injured employee, insurance company adjuster, employee's supervisor, 
and treating doctor regarding recoverability from illness, injury for potential return to work 
and ability to discharge their normal assigned tasks 

3. Daily/weekly courteous contact with insurance company on status of workman's 
compensation claims that are current and under investigation. Works closely with TAC on 
all workman’s compensation claims. 

4. Monitors loss time and medical expenses of work related injuries. 
5. Originate quarterly reports to Department Heads and/or Commissioners' Court on 

Workman’s Compensation status claims.   
6. Maintains accident log for TAC, Commissioners, and Safety Committee review. 
7. Maintains an analysis of trends of accidents. 
8. Maintains records and files for 5 years plus current year on all workman’s compensation 

first reports DWC1. 
 
BENEFITS: 

1. Serves as the Sick Leave Pool Administrator. 
2. Serves as back up to HR Coordinator in conducting new hire orientation.  
3. Serves as back up to the Benefits Specialist on an as needs basis - courteous contact with 

County employees regarding submission of claims, FMLA, dental plans, vision, 
supplemental insurance plans, and cafeteria plan. 
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4. Back up to the HR Director as the contact person with Third Party Administrator on Plan for 
all benefit packet information.  Must maintain in bulk amounts in HR office.  Materials 
include:  Provider, Benefit, and Prescription books, enrollment forms claim forms, change 
forms and information. 

5. Ensure medical folders are updated with completed forms and changes.  
6. Serves as back up to HR Director to enter data to Equifax on any/all unemployment claims 

and/or responses required to meet deadlines.  
 
SECURITY: 

1. Maintain security records regarding employee badge information, access levels, address 
changes in access request, department, and picture.  This file is updated and changed 
periodically upon request.  Comal County ID Badges are periodically reviewed by 
Courthouse security and Sheriff. 

2. Run access reports for Courthouse security for activity on weekend or any time period that may 
require a written report to show activity. 

 
Note:  The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or a logical assignment to the position and is assigned by the supervisor. 
 
MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
High school diploma or general education degree (GED). Minimum 3- 5 years supervisory and 
workman’s compensation experience required. PHR is a plus but not required. 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 
procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively 
before groups of customers or employees of organization. 
 
MATHEMATICAL SKILLS  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or 
diagram form. Ability to deal with problems involving several concrete variables in standardized 
situations. 
 
OTHER SKILLS AND ABILITIES  
Must be able to type 40-50 WPM.  Hands-on PC knowledge dealing with word processing, spreadsheet, 
and database programs essential.  Experience and ability to deal with the public required. 
 
PHYSICAL DEMANDS 
This is a sedentary position.  The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential duties of this job.  Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the essential  
functions of this job. 
 
While performing the duties of this job, the employee is regularly required to sit; use hands to finger, 
handle, or feel; and talk or hear.  The employee frequently is required to stand and walk.  The employee 
is occasionally required to reach with hands and arms.  The employee must regularly lift and/or move up 
to 10 pounds and frequently lift and/or move up to 25 pounds.  Specific vision abilities required by this 
job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to 
adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
 
While performing the duties of this job, the employee is occasionally exposed to risk of electrical shock.  
The noise level in the work environment is usually moderate. 
 
SELECTION GUIDELINES  
 
Formal application, rating of education and experience; oral interview and reference check; job related 
tests might be required.  
 
This job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job 
change.  The employee further understands, and accepts, that this position falls under the provision of an 
“At Will” employment, and under no circumstances is this a contract for employment.  
 
Approval: ___________________________  Approval: ___________________________ 
      (Supervisor or Department Head)    (Commissioner’s Court) 
 
Effective Date:  ____11/01/13___________________ Revision History:_____________________ 
 
Acknowledgement of employee:___________________________________________________ 
     (Printed Last, First Name, MI) 
 
Signature of employee:___________________________________________________________ 
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