
Job Title:  Corporate Underwriting Compliance and Procedural Analyst 
Department:  Operations 
Reports To:  Operations Manager and\or Administrative Manager 
Classification: Exempt 
 
Position Summary 
Primary responsibility will be to conduct underwriting related audits, create 
remediation plans based on audit findings, develop and implement underwriting 
training programs, evaluate workflow processes to create efficiencies through 
centralized processing and All Risks business process outsource provider.   
 
Additional responsibilities include map and document business and workflow 
processes, research and become familiar with insurance carrier guidelines and 
requirements, researching and writing procedural documentation and updating 
existing content, conducting training for the All Risks’ University program, 
assisting with due diligence projects related to acquisition activity, researching 
procedural controls and making recommendations for improvements. 
 
Essential Responsibilities 

 Analyze and review binding authority carrier underwriting requirements. 

 Examine and evaluate documents such as applications, inspection reports, 
MVRS, financial reports, claims history and any other pertinent information to 
determine degree of eligibility based on Carrier’s underwriting requirements. 

 Assist in maintaining corporate procedural documentation library information. 

 Maintain project task lists, following up with stake holders to ensure tasks are 
completed. 

 Work with business unit and IT to resolve system and workflow issues 

 Perform compliance audits per schedules 
 
Knowledge, Skills, and Abilities 
1. Requires an undergraduate degree preferably in business, finance, insurance 

or accounting related discipline.   
2. Ability to listen, analyze, and interpret verbal systems or workflow requirement 

discussions. 
3. Must have 3+ years experience in property and casualty underwriting 

experience. 
4. Strong oral and written communication skills required.   
5. Ability to write business procedures required. 
6. Must demonstrate teamwork and ability to develop productive relationships 

with peers and management, including external and internal clients.  
7. Must be able to solve problems and deal with a variety of tasks in a fast 

paced environment.  
8. Proficient in Excel. 
9. Knowledge of insurance products, service standards and processes. 
10. Pursue technical development in order to maintain or enhance knowledge, 

skills, and abilities required to do this job. 



11.  Travel may be required. 
 
 
 
Physical Demands 
While performing the duties of this job, the employee is regularly required to sit, 
use hands to operate a computer and phone, talk and hear.  The employee is 
occasionally required to stand; walk; reach with hands and arms; and stoop, or 
kneel.  The employee must occasionally lift and/or move up to 10 pounds.  
Specific vision abilities required by this job include close vision and the ability to 
adjust focus.  The noise level in the work environment is usually moderate. 
 
Other Demands 
While performing the duties of this job, the employee will be occasionally asked 
to travel to one of company’s remote offices, vendor office or the office of a 
potential acquisition.  Most travel would be less than 2 days duration. 
 
 

The above statements are intended to describe the general nature and level of 
work being performed.  They are not intended to be construed as an exhaustive 
list of all responsibilities and duties. 

 


