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PERSONAL LINES ACCOUNT MANAGER
JOB DESCRIPTION
Key Responsibilities
· Primary contact for clients and carriers on a daily basis responding to questions or concerns ;
· Initiate the renewal process for existing clients

· Analyze and compare current exposures and develop renewal or new business specifications for marketing ;

· Conduct marketing, negotiate rates, review quotes and coverages for competitiveness and accuracy ;

· Review and summarize marketing results and prepare proposals ;

· Bind insurance coverage and prepare binders and/or delegate issuance of certificates

· Review policies for accuracy and review contracts ;
· Review client accounting history, respond to accounting inquiries, correct discrepencies, and contact clients on receivable collections ;
· Participate in the claims process including claim submission, which includes policy verification, making preliminary or tentative determinations of coverage for the purpose of payment and permanent record-keeping, follow-up and overall communication

· Provide technical guidance to staff assisting with client needs or procedural issues ;

· Provide mentoring to technical support staff on coverages ;
· Communicate with clients and companies via email and phone regarding insurance, claims, or administrative problems and comply with the request.
· Maintain a suspense system to follow up on outstanding orders, correspondence, reports and follow-up on overdue and suspense items.

· Maintain all client activity in the agency automation system.  Maintain files in an orderly, up-to-date manner.

· Be familiar with and follow agency E & O guidelines.

· Prioritize workload and/or request assistance as required.

· Assume other job responsibilities as assigned by department manager.

Qualifications Required
· 5+ years’ experience in Personal Lines Insurance; High Net Worth client experience is preferred
· Exceptional customer service skills
· Ability to perform large work volumes with high degree of accuracy
· Strong technical knowledge of commercial insurance products

· Must be a self-starter, imaginative and creative with outstanding communication skills, both verbal and written.  
· Strong attention to detail

· Ability to delegate to technical support staff 

· Excellent time management and prioritization skills
· Ability to contribute to a collaborative environment by consistently demonstrating teamwork, high motivation, positive behavior and effort to achieve goals and objectives
· Ability to perform tasks with a sense of urgency and ability to work with and meet deadlines
· 3 references from prior employers/direct reports or insurance carrier representatives

· Active Florida 2-20 license (preferably an insurance designation) 
· Exceptional personal character, including a strong work ethic, positive attitude and willingness to assist teammates at all times
Technology Skills

Sagitta or similar agency management software experience

Possess strong administrative and computing skills, including Microsoft Office (Word, Excel, Outlook)

Education and/or Experience:

High school diploma and a minimum five years’ experience in similar position is desirable.  

Language Skills:

Must be able to perform the following in English.  Ability to read and interpret documents and general business periodicals, safety rules, professional journals, technical procedure, government regulations and procedure manuals.  Ability to write routine reports, business correspondence.  Ability to speak and effectively present information before groups of customers or employees of organization and respond to questions from groups of managers, clients, customers and the general public.

Mathematical Skills:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ration, and percent and to draw and interpret bar graphs.  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 common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.  Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform 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 frequently is required to sit and reach with hands and arms.  Close vision and color vision required.

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.  The noise level in the work environment is usually quiet to moderate.

CONFIDENTIALITY

Staff will be exposed to confidential material.  It will be their responsibility to maintain the confidentiality of such material in the strictest manner.  Any violations of the confidentiality of records can result in immediate dismissal for cause.

