
Job Title:  Processing Coordinator 
Department:  Operations 
Reports To:  Operations Supervisor 
Classification: Non-Exempt 
 
Position Summary 
Individual will serve as the primary point of contact for the Business Process Outsource (BPO) 
processors and is responsible for managing policies from Bind to Cancellation/Renewal. Outsource 
Processing Coordinator  will be responsible for all aspects of BPO performance including but not 
limited to quality control, turn around time, workflow management, ongoing training, managing 
escalated issues. 
 
Essential Responsibilities 

 Monitor inbound and outbound volume to ensure appropriate productivity levels are maintained 

 Review volume/ageing reports to ensure policies and endorsements and being generated and 
sent out within the appropriate time frames. 

 Conduct quality audits on policy documents to ensure work product is professional, accurate 
and adheres to all carrier requirements. 

 Provide timely feedback to BPO on quality audit findings and performance opportunities 

 Assist BPO with escalated questions and systems issues 

 Follow-up with Sales Offices on missing information and “one-off” situations  in a timely manner 

 Work to improve efficiencies through constant workflow assessments and changes. 

 Review and maintain standard operating procedure documentation 

 Facilitate onboarding of new carrier products and systems with BPO 

 Serve as primary point of contact of all processing inquiries for designated carriers. 
 
Knowledge, Skills, and Abilities 

 Requires High School Diploma or GED equivalent.  Prefer college degree or 4 years of related 
experience and/or equivalent combination of experience and education.   

 Knowledge of Commercial insurance, P&C and Transportation Policies. 

 Strong oral and written communication skills are required. 

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

 Must be able to solve problems and deal with a variety of tasks in a fast-paced environment. 

 Proficient in MS Word and MS Excel. 

 Pursue technical development in order to maintain or enhance knowledge, skills, and abilities 
required to perform this job. 

 
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. 

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. 


