
ALL RISKS, LTD. – UNDERWRITING ASSISTANT 

 

Job Title:  Underwriting Assistant 
Department:  Personal Lines 
Reports To:  Underwriting Manager/Team Lead 
Classification:   Non-Exempt 
 

Position Summary 
Team members in this role evaluate and accurately fulfill processing requests from external agents 
(our customers) and internal underwriting staff. Our goal is to provide exceptional customer 
service and optimize productivity throughout the life cycle of Personal Lines policies.  Provides 
technical and clerical support to assist the underwriting team in managing new and renewal 
policies and agency relationships. Provides solutions and customer service to retail agents; 
maintains positive relationships with our carriers. 
 

Essential Responsibilities 
 Provides prompt, courteous, and professional customer service to retail agents and carrier 

partners in accordance with All Risks Guiding Principles and service standards.  
 Processes endorsements, binds policies, files premium financing requests, and requests 

cancellations within internal and carrier underwriting guidelines.  
 Utilizes underwriting system to determine rating and prepare insurance product offers for 

new and renewal business within internal and carrier guidelines; remarkets policies at 
renewal as required.  

 Accurately reviews and files documentation for policies and process as needed.  i.e.: original 
applications, surplus line and state tax documents, valuation estimates, inspection reports, 
loss control recommendations. Refers concerns outside authority to the appropriate 
underwriter. 

 Responds to retail customer and insurance carrier correspondence via e-mail and phone in 
a professional and timely manner. 

 Provides customer service and problem resolution to agents over the phone in a high-
volume call environment.   

 Orders inspection reports and other relevant reports as directed by internal guidelines and 
underwriting staff. 

 Binds and issues policies per carrier guidelines and within level of authority.  
 Develops relationships and works collaboratively with Personal Lines internal business 

units and All Risks corporate support staff to assist in all customer service opportunities to 
include: inspections, accounting, and cancellations/reinstatements. 

 Provides other technical and clerical support as required by underwriting staff and 
management. 

 

Knowledge, Skills, and Abilities 
1. Prefer bachelor’s degree in business administration or other related field; or two years 

experience in customer service and/or insurance roles with extensive experience in 
high volume business/insurance sales. 

2. Ability to work efficiently on multiple computer systems and to learn new systems 
quickly.  

3. Proficient in Microsoft Outlook, Excel, and Word. 
4. Must be able to handle a variety of tasks in a fast-paced, customer-centric environment. 
5. Ability to prioritize job responsibilities to meet internal service standards and carrier 

requirements; effective priority and time management. 
6. Must exhibit strong attention to detail and understand its importance with our business. 
7. Must possess exceptional customer service skills. 



8. Strong oral and written communication skills required.  Ability to write business 
correspondence. 

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

 

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. 


