JOB DESCRIPTION
Date 6/24/2014
JOB TITLE: 

Insurance Customer Service Representative
DEPARTMENT: 

Insurance Services
REPORTS TO: 

Insurance Operations Manager
FT/PT: 


Full-Time/Non-Exempt

SCOPE

Works closely with producers and insureds on all servicing needs.  Represents our agency as first contact to the public and is expected to maintain a positive and pleasant attitude toward customers and coworkers.
ACCOUNTABILITIES

1. Greet walk-in customers 

2. Answer phones and route messages

3. Electronic filing – maintain customer and company files

4. Process mail daily

5. Transact and input billing statement information into the core system.
6. Process/input/update applications, renewals, change forms, and claims

7. Provide support to producers with regard to quoting new and renewal business
8. Be alert for opportunities to cross-sell products to existing customers

9. Promote and have a sound knowledge of multi-line insurance services

10. Stay informed of company updates and new products

11. Develop positive working relationships with underwriters to effectively place business

OTHER DUTIES

1. Be alert for and refer any potential new business or opportunities to the banking or investment departments

2. As a part of the overall team of bank employees, this position may be requested to assist in the support of other bank activities

3. Will have extensive contact with the public and conduct relationships in a manner that will enhance the overall image and marketing efforts of the bank

4. Participate in outside civic activities that enhance the bank, personal growth, and the community

COMPETENCIES

1. Must be comfortable working in a professional insurance environment.  
2. Requires property/casualty and life/health insurance licensing. 
3. Must understand the role of sales and customer service in an insurance environment.  Must respond sensitively to the needs and priorities of the customer (internal and external); must recognize and take appropriate action to meet their needs while gaining their respect and loyalty.
4. Must possess the ability to effectively express thoughts and ideas (both written and oral).

5. Must be able to adjust quickly to different work situations and remain composed under pressure or in stressful situations; must exercise independent judgment under moderate supervision.

EDUCATION

Requires a high school diploma, vocational training or equivalent.  Requires maintaining active insurance licensing in good standing.

SPECIAL REQUIREMENTS
Must be able to work in a team environment.

Employees are required to adhere to all company policies including, but not limited to, Bank Midwest Code of Ethics policy regarding personal conduct, confidentiality, conflicts of interest, and outside activities.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties required by their supervisor.

All requirements are subject to possible modification to reasonable accommodate individuals with disabilities.

This job description does not constitute an employment agreement between the Bank and employee and is subject to change by the employer as the needs of the Bank and requirements of the position change.

Employees are responsible for loss prevention and security efforts according to this position.
