
Job Title:  Broker Assistant     
Department:  Brokerage   
Reports To:  Broker or Branch Manager 
Classification: Non-Exempt 
 
Position Summary 
Assist Broker(s) and Associate Broker(s) by providing technical and clerical 
support in marketing, placing and servicing new and renewal business. In 
addition, provides superior customer service to retail agent clients and carriers. 
 

 
 Essential Responsibilities: 

 Assist with the Log in of new business submissions as needed 

 Assist with setting up renewal submissions  

 Support preparation and scheduling of renewal submissions 

 Support flow of information (mainly email) and proper filing of email 
correspondence for renewals and some new business 

 Support filing of various other account level 
correspondence/information 

 Support response to correspondence from retail customers and 
insurance carriers 

 Assist with preparation of outgoing quotes 

 Support binding and billing transactions 

 Support and process policy endorsements and change requests 

 Support inspection follow-ups as needed 

 Provide prompt, courteous and professional customer service to 
retail agents and insurance company personnel in complying with 
service standards. 

 Order loss runs as requested 

 File Surplus Lines taxes as required by law. 

 Other technical and clerical support as required by brokers and 
management. 

 
Knowledge, Skills, and Abilities 

1. High School Diploma or GED equivalent or three years of related experience 
and/or training or equivalent combination of education and experience. Prefer 
college degree 

2. Must have working knowledge of e-mail, Word, and Excel. 
3. Must be organized and be able to multi-task and handle many issues at one time 
4. Must be able to correspond in a professional manner both verbally and written 

 
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. 
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. 

 


