Bateman, Gordon & Sands, Inc.

Job Description

Job Title:  Personal Lines Technical Assistant
Department:  Personal Lines

Reports To:  Personal Lines Manager

FLSA Status:  Non-Exempt

Summary:

Provide assistance to Personal Lines Account Managers and Department Manager
Essential Duties and Responsibilities:
1. Input all new business for yacht and personal lines; in Sagitta and ImageRight document management system;
2. Mail out mortgagee and loss payee copies;
3. All endorsements as instructed by Account Manager, i.e., change of cars, mortgagee, name and address and ID cards;
4. Faxing for Account Manager with confirmation;

5. Input claims received direct from Company and post all payments on claim;
6. Update claims and suspense loss update notices to company;
7. Car inspections for Account Manager;
8. Call insurance company on all late notices daily when it is received from the company and suspense to notify Account Manager if payment not received by cancellation date;
9. Input renewals; amended decs, cancellations, etc..
10. Send yacht renewal letters to clients;
11. Do checklist for yachts for Producer;
12. Renew yachts and notify company to renew policy and follow up with policy receipt;
13. Review and handle other personal lines mail’
14. Check tasks/suspenses and ImageRight every day;
15. Invoice and check downloads; input written premium and commission
16. Scan all applications for personal lines and yachts;

17. Interface changes with Company;

18. Run and print daily reports assigned by Personal Lines Manager;

19. Upload and interface new business yachts; and

20. Perform other specific duties and projects as assigned by Account Manager and/or Personal Lines Manager.

21. Send miscellaneous letters for appropriate circumstances.
22. Email assorted documents to insured, mortgagee, insurance co., additional insured, etc…

23. Route scanned documents from ImageRight and attach to client’s file.

Qualifications:

Must have thorough technical skills and experience with Microsoft Office applications.

Education and/or Experience:

High school diploma or general education degree (GED).
State of Florida 4-40 or 2-20 license required

