Position Description

Department:  Executive Risk Department
Position:         Account Administrator	       FLSA Status: Non-Exempt
Reports to:      Broker/ Sr. Account Manager


Summary:  This position involves systems processing and assistance to account managers, and Account Executives of executive risk insurance.  Executive risk insurance is a specialized insurance and generally includes Directors and Officers Liability Insurance (D&O), Cyber, Employment Practices Liability Insurance (EPL), Fiduciary Liability, Crime, Errors & Insurance (E&O) and Kidnap and Ransom (K&R).  



Essential Functions & Responsibilities:  Other functions may be assigned as business conditions change.
· General knowledge of major insurance coverages for D&O, EPL, Fiduciary, Crime, E&O,  Cyber and Kidnap and Ransom
· Responsible for the beginning of renewal process by ordering loss runs, obtaining renewal applications and other renewal documents from underwriters, creating renewal files and update Sagitta lines to remarket and renewal.
· Prepare and update renewal presentations 
· Handles all invoicing along with providing our Accounting Dept. with copies of the company’s or wholesaler’s invoices, Surplus Lines Filings, and obtaining/processing Premium Finance Agreements (with the Sr. Account Manager/Account Manager overseeing all Surplus Lines invoices and filings as needed).
· Premium payment follow-up if not received within appropriate timeframe.
· Prepare and process non-binding documents  
· Review policies and endorsements, after issuance, for accuracy against proposals and management systems.
· Issue certificates of insurance 
· Set up new business files and/or update files as requested
· Manage the executive risk portfolio premiums and commissions. 
·  File electronically correspondence and other documents in the document management system 
· Track binders and follow up for Policies and Endorsements from the underwriters
· All duties will be under the direction of Practice Leader, Account Executive, Manager, Broker, Sr. Account Manager and Account Manager.


Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· A high school diploma
· Good written and oral communication skills
· Must be thorough, accurate and understand timelines
· Able to quickly learn company systems and other technology 
· Must be able to think critically and be resourceful
· Able to be a team player 
· Ability and interest to learn, understand and analyze executive risk insurance contracts and coverage terms
· Intermediate level of Microsoft Word, Excel and PowerPoint
· Holds a current Property/Casualty license or will obtain it within six  months of hire 
· Prior insurance industry experience preferred

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 moderate. Travel is extremely limited as most contact is with customers or carriers by phone and e-mail correspondence. 
Hybrid In-Office Weekly Schedule: Tuesday’s, Thursday’s and 1st & 3rd Friday’s of every month.
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 is regularly required to sit; use hands to finger, handle controls; and talk or hear. The employee frequently is required to reach with hands and arms. The employee is occasionally required to stand; walk; and stoop. The employee must regularly lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus. 
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