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Job Description


Purpose Of Your Position

To assist in servicing commercial and/or personal lines of business in accordance with the objectives and procedures outlined by the agency and companies.
Job Functions

Every effort has been made to make your job description as complete as possible.  However, it in no way states or implies that these are the only duties you will be required to perform.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or is a logical assignment to the position.
Essential Duties and Responsibilities

1. Process change work and correspondence on accounts as it funnels through the account manager;

2. Process invoices and credits, as directed by the account manager;

3. Assist in processing daily mail as directed by the account manager;

4. Assist the Accounting Department, where possible, in the reconciliation of company accounts;

5. Keep informed about new coverages and products;

6. Perform other specific duties and projects as approved by the Senior Account Manager;

7. Pursue a program for personal development including the attainment of the state insurance license and the completion of the Accredited Advisor in Insurance courses;

8. Introductory phone contact with clients and carriers should be maintained;

9. Check policies against applications and handling corrections;

10.  Assist Account Manager with renewal process;

11.  Enter data into computer system;

12.  Processing, handling, and monitoring of claims and loss data.

Working Conditions

· Works in an office area

· Sits, stands, bends, lifts and moves intermittently during working hours

· Is subject to frequent interruptions

· Attends field meetings

· Is involved with personnel, visitors, customers, etc., under all conditions/circumstances

· Attends and participates in continuing educational programs

Education

· ​Bachelor’s degree

Experience

· On the job training

Specific Requirements

· Employee is required to take at least one continuing education course per year (in-house) towards an insurance designation until AAI and CPCU designations are achieved. 

· Must become licensed P&C Agent. 
· Employee must take INS21, 22, and 23 within the first six months of employment.

· Proficient MS Office skills

· Ability to associate with people in a calm and professional manner;

· Experience with word processing and keyboard is essential;

· Ability and willingness to think and work independently;

· Proficient organizational skills.

Physical and Sensory Requirements

(with or without the aid of mechanical devices)

· Must be able to move intermittently throughout the work day

· Must be able to cope with the mental and emotional stress of the position

· Must possess sight/hearing senses or us prosthetics that will enable these senses to function adequately so that the    requirements of the position can be fully met. 

Job Description

Acknowledgment

I have read the above job description and fully understand the requirements set forth therein.  I hereby accept the position of 


Assistant Account Manager and agree to abide by the requirements set forth and will perform all duties and responsibilities to the best of my ability.



Date


Signature –Account Manager Assistant



  


Date


Signature – Senior Account Manager
Oral Review
I certify that this Job Description was orally reviewed with me by                                                         

on                                , 19         .

Employee Signature -



PERFORMANCE APPRAISAL RECORD
Name 




        Period Covered by Appraisal From                 To

Department 



         Last Review Date                  Next Review Date    


Overall Performance:____

Supervisor’s Comments:




Employee’s Comments:




This appraisal was reviewed and discussed with me:

Date:


Employee Signature 


Date:


Supervisor Signature

Copy:  Employee

            Personnel File

Job Title: Assistant Account Manager	Group: Gleason Agency, Inc.





Supervisor: Senior Account Manager	Salary range:





FLSA:  Nonexempt        Job No.:                EEO Class: 953-Office	Effective Date: 6/16/03














Account Executive

PAGE  
Assistant Account Manager-GA

H:\CSmith Files\Job Descriptions\jd-Assistant Account Manager GA.doc                                                               Page 1 of 3

