Underwriting Assistant 
Reports to: Underwriting Assistant Manager
Non-Exempt (subject to overtime)

EDUCATIONAL REQUIREMENTS:

High school or equivalent work experience
3 years of experience in the Property/Casualty Insurance industry, underwriting experience preferred
Obtain Insurance designation (IIA, CISR, AINS, etc) preferred
LIFTING REQUIREMENTS:
None

GENERAL DUTIES:

Provide courteous and professional customer service to agents and insureds
Take calls and answer voicemails from the CSR Hunt Group. 
PERSONAL AUTO PROCESSING:

Underwrite renewals and request necessary information 

     - issue within authority or refer to underwriting

Order and review informational reports as required
Work tasks in 1st Otto-mation inbox within 2 days of receipt.
 
BILLING DUTIES:

Assist agents and customers with billing inquiries

 

ADDITIONAL DUTIES:

Enter or import premium payments for all lines in absence of Client Specialist 

Process Personal Auto endorsement changes as needed 

Any other additional duties as assigned by management
Key general skills:

· Attention to detail

· Comfortable making decisions within authority level and determining when have sufficient information to do so

· Willingness to listen and, when appropriate, revise decisions as additional information becomes available

Key insurance skills:
· Familiarity with concept of underwriting guidelines and qualifications

· Knowledge of key risk factors for personal auto insurance

