
ALL RISKS, LTD. - CLAIMS ASSOCIATE 
 

 

Job Title: Claims Associate 
Department: Claims 
Reports To: Claims Service Manager 
Classification: Non-Exempt 

 
Position Summary 
Provides claim processing and customer service support to internal and external customers. 

 
Essential Responsibilities: 

 Process high volume of new loss reports including but not limited to: entering new loss 
information to tracking system, reporting to carriers, creating and maintaining claim file. 

 Maintain 24-48 hour turn-around on all claim processing. 
 Provide claim support by providing customer service to retail agents, third party adjusters    
   (TPA) and Business Units through email and telephone. 
 Provide claim processing support including but not limited to: copying policies as needed, 

filing, reviewing incoming faxes and mail, correspondence with TPA and Business Units,  
and claim data entry. 

 Maintain Claim Reporting Contact list with up-to-date carrier information. 
 Conduct research to resolve claim issues. 
 Extended hours/overtime required during Catastrophe events (ex. hurricanes). 
 Other tasks as assigned. 

 
Knowledge, Skills, and Abilities: 

1.   High school diploma or GED required, college degree is a plus. 
2.   1-2 years of experience in claim processing or claim support 
3.    Spanish speaking candidate a significant plus. 
4.   Knowledge of Property and Casualty Insurance is a plus. 
5.   Ability to work independently while retaining a sense of team and commitment to the 

goals of the group as a whole. 
6.   Exhibit excellent verbal communication skills; ability to gather necessary information 

and present to customers in an organized fashion; 
7.   Strong analytical skills; ability to identify and resolve problems in an efficient manner. 
8.   Attention to detail; excellent organization and time management skills. 
9.   Ability to understand and interpret policy language. 
10. Must have a willingness to communicate with all levels of customers; 
11. Knowledge of Word, Excel and Outlook a must. 
12. Successful passing of the Institutes Introduction to Property-Casualty Insurance Test; or 
possession of current State P&C License or successful completion of INS21 or equivalent 
insurance course 

 
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-The employee must occasionally lift and/or move up to 50 pounds. This position entails prolonged sitting, prolonged 
reading, prolonged viewing of computer monitors, and extensive verbal and written communication. 

Other Demands-While performing the duties of this job, the employee may be required to travel to the company’s home office. 


