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Job Title: Compliance Associate 
Department:  Compliance 
Reports To:  Operations Director 
Classification: Exempt 

 
 
Position Summary 
Primary responsibility to ensure licensing and compliance requirements are 
serving the needs of the business units.  The compliance lead will coordinate a 
collaborative environment with compliance, operations and the business units to 
ensure regulatory issues are accomplished and maintained.  Responsibilities will 
include maintenance of insurance licensing, broker contracting and bond 
requirements for the organization.  The position will serve as the key contact for 
the business units to resolve issues and capitalize on opportunities that are 
identified by internal and external stakeholders.  Additionally, the position will 
coordinate system initiatives with IT, vendors, regulatory agencies and the 
business units to accurately track renewals and new contract requirements.    
 
Additional responsibilities will include training and direction for compliance, 
contract and licensing associates. The compliance lead will also work on special 
projects with the compliance manager/legal representative as assume 
responsibility for the documentation of compliance functions.   
 
Essential Responsibilities 

 Analyze and review entity and individual insurance licensing requirements. 

 Coordinate new carrier/program contract requirements (licenses, bonds).  

 Analyze current compliance workflows to identify efficiencies gains through 
change management and centralization. 

 Examine and evaluate document processing such as NAIC and state 
applications, fingerprinting, financial transactions, license renewals and any 
other pertinent information to determine degree of effectiveness. 

 Coordinate broker contracting function to include both initial contracting, 
updates and maintenance.  

 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 and ad-hoc audits as needed. 
 
Knowledge, Skills, and Abilities 
1. Requires a current insurance producer license or the ability to obtain in the 

first 120 day of employment.    
2. Ability to listen, analyze, and interpret verbal systems or workflow requirement 

discussions. 
3. Become the champion facilitator to create efficient and effective solutions to 

improve the delivery of All Risks products. 
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4. Must have 3+ years experience in property and casualty underwriting 
experience. 

5. Strong oral and written communication skills required.  
6. Ability to conduct presentations for business teams and executive.  
7. Ability to write business procedures required. 
8. Must demonstrate teamwork and ability to develop productive relationships 

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

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

skills, and abilities required to do this job. 
13.  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. 
 

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. 

 


