
ALL RISKS, LTD. – Processing Associate-

Endorsements 

 

Job Title:  Processing Associate-Endorsements 
Department:  Centralized Processing 
Reports To:  Direct Supervisor 
Classification: Non-Exempt 
 
Position Summary 
Individual is responsible for the accurate issuance and servicing of policies and endorsements for 
specified lines of business encompassing multiple Carriers.  The Processing Associate will provide 
technical and clerical support to the Branch Offices throughout the country.  This person will use 
independent judgment and critical thinking skills to oversee the timeliness and accuracy of policies 
and ensure they are issued within contractual obligations.  This individual will also act as a mentor, 
trainer and Quality Control Administrator for outsourced processing teams and business units.  
 
Essential Responsibilities: 
 

 Ability to bind, Issue and service new business as needed. 
 Review documents such as applications, inspection reports, claims history and any 

pertinent information to ensure all policy issuance requirements are met. 
 Has direct knowledge of the job skills in the operations/support position including clear 

understanding of all ARL processing systems (cancellations, policy change requests, 
issuance systems, audit processes) and overall flow of transactions within the office to 
ensure these functions are directed to the proper unit for processing. 

 Ability to conduct QC Audits on issued policy documents. 
 Communicates through verbal, written correspondence or in person with retail customers 

and underwriters to obtain further information required for binding and/or servicing 
existing accounts. 

 Assists support staff and underwriters in resolving problems and questions. 
 Ability to provide guidance and conduct training sessions for Processing Associates I and II. 
 Updates standard operating procedures as requested. 
 Demonstrates a strong customer focus through understanding customer needs and 

expectations and implements company’s service standards. 
 Assists with various projects as requested by management. 
 Pursues technical development in order to maintain or enhance knowledge skills and 

abilities required to do this job. 

 
Knowledge, Skills, and Abilities 
 

1. Requires a High School Diploma or GED equivalent.  Prefer college degree.  
2. 3-5 years of related experience or a combination of education and experience. 
3. Ability to read, analyze and interpret business reports and to make independent decisions.  
4. Strong oral and written communication skills required with an ability to write business 

correspondence. 
5. Strong attention to detail. 
6. Must be able to solve problems and deal with a variety of tasks in a fast paced environment. 
7. Must have excellent time management skills. 



8. Must demonstrate teamwork and ability to develop productive relationships with peers and 
management. 

9. Knowledge of Microsoft Word and Excel along with possessing proficient computer 
keyboard and 10-key calculator skills.  Experience with AS400 system a plus. 

 

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. 
 


