
ALL RISKS, LTD. – Licensing assistant 
 
Job Title:  Licensing Assistant 
Department:  Compliance 
Reports To:  Licensing Team Lead 
Classification: Non-Exempt 
 
Position Summary 
Maintain organization and individual licenses as well as pursue any new licenses that our 
employees or our organization may require within all 50 states. 
 
Essential Responsibilities: 
 
§ Obtaining licenses for new employees who do not currently possess a license or 

current employees who would like to obtain a license in a state in which they are 
not currently licensed.  Providing our third party vendor who assists in obtaining 
the licenses with all information and data needed to obtain license. 

§ Maintaining licenses through renewals for the organization and all employees to 
keep them up to date on licensing requirements within all 50 states. 

§ Troubleshooting license renewals for individuals and the organization as needed.  
Identifying any issues, outlining the necessary steps for correction and providing a 
solution. 

§ Maintain Agent Profile email inbox and enter the information into the AS400.  
Review information provided and based on the details determines where to send 
the Agent Profile; a designated department or individual. 

§ Reviewing contracts between the organization and retail agencies for the accuracy 
of the content and completeness.  Based on review of contracts, activate agents in 
the AS400 system.   

§ Provide instructions to the internal Brokers and Underwriters regarding the 
completion of the Carrier Activation form.  Ensure that the organization has a signed 
contract on file with the carrier.  Enter the NAIC, FEIN, VASLA & PASLA numbers 
into the form.  Enter all of the information provided into the AS400. 

§ Maintain the “Updates” email inbox and answer retail agent’s general questions. 
§ Manage and address mergers and acquisitions notifications received from retail 

partners to update the system accordingly. 
 
Knowledge, Skills, and Abilities 
 

1. A bachelor's degree is preferred, or a minimum of (2) years in commercial 
insurance industry and knowledge of regulatory licensing a plus. 

2. Excellent communication skills, both verbal and written. 
3. Ability to research, analyze and interpret various different types of data and 

information. 



4. Effectively envision, develop, and implement new strategies to address 
complex business issues. 

5. Ability to organize and prioritize work, as well as multi-task in a fast paced 
environment. 

6. Proficiency in Microsoft Office Suites and knowledge of AS400 a plus but not 
a requirement. 

 
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. Other responsibilities as assigned. 

 
Physical Demands 
While performing the duties of this job, the employee is regularly required to sit, use hands 
to finger, handle controls, 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. 
 


