Job Description

Department:

Large Commercial – Walnut Creek
Position:

Commercial Lines Account Manager

Reporting to:
Stephanie Worden
Objective:  To provide superior customer service for all clients.  Work closely and communicate with Producers on their accounts.
Responsibilities include, but not limited to:

1. Marketing and account management for assigned clients.

2. Coordinate all aspects of renewal marketing process with client and provide program structure review and analysis.

3. Prepare account specifications, identify carriers to market to, negotiate pricing and finalize policy binding and conditions.

4. Prepare coverage and pricing comparisons for expiring vs. renewal term.

5. Prepare thorough, detailed and professional looking account proposals for presentation.

6. Prepare summaries to be transmitted with binders and policies.

7. Policy check in and transmittal to client to be performed in a timely manner. 

8. Manage all aspects of account services, coordinate and oversee the activities.

9. Provide technical competence in areas of coverage and current markets.

10. Explain and clarify coverage forms to clients.

11. Identify potential coverage gaps and suggest additional coverages.
12. Thorough documentation is required on each account, with proper E&O procedures strictly followed. 

13. Ability to meet with clients along with producer to present renewal proposals. 

14. Special projects as assigned.

Education: 
High School Diploma
Qualifications

· Minimum 5 years of insurance experience.

· Strong verbal and written communication skills.

· Excellent, proven analytical, negotiating, marketing and organizational skills.

· Strong computer skills, particularly with MS Word and Excel. 

· P&C Insurance license required.

· CIC Designation desirable. 
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Date


As of 11/2005


