
ALL RISKS, LTD. – Customer Service Representative 

 

Job Title:  Customer Service Representative 
Department:  Skipjack Premium Finance Company 
Reports To:  Skipjack Manager 
Classification: Non-Exempt 
 
Position Summary 
As a Skipjack Customer Service Representative, you will be an integral part of the 
company’s success as you engage Agents and The Insured while providing exceptional 
service on the front lines. We are looking for a dedicated, team player who is committed to 
helping us continue to build an industry leading premium finance company. 
 
Essential Responsibilities: 

 Provide prompt, courteous and professional customer service to internal and 
external customers in complying with service standards. 

 Post checks and prepare and balance daily bank deposits. 
 Accepting, reviewing and entering premium finance agreements. 
 Answering phones to service existing accounts and to create new accounts. 
 Reviewing non-sufficient funds from the bank. 
 Prepare and send addendum finance agreements on a daily basis. 
 Running end-of-day reports. 
 Follow-up on many areas of business including, for policy numbers, return mail and 

working with general agents for outstanding cancellation credits. 
 Process cancellations and reinstatements and returned items. 
 Other duties as assigned. 

 
Knowledge, Skills, and Abilities 

1. Requires a High School Diploma or GED equivalent.  
2. Prefer related experience in financing and/or insurance. 
3. Effective communication skills, both oral and written. 
4. Ability to work independently as well as being part of a team. 
5. Must be able to solve problems and deal with a variety of tasks in a fast paced 

environment. 
6. Must be able to work well under pressure. 
7. Proficiency in Microsoft Office.  Navision, FinancePro, AS400 systems are 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. 


