
ALL RISKS LTD –ASSOCIATE BROKER 

 

Job Title:  Associate Broker 
Department:  Brokerage 
Reports To:  Vice President of Brokerage 
Classification: Exempt 
 
Position Summary  
Assist Broker in handling their renewal book of business and if needed, assist with 
new business submissions and placement.  Communicates with agents and company 
personnel as necessary to gather pertinent information on policies.  Requires 
knowledge of brokerage facilities for use in placing new and renewal business.  Must 
have recent experience working with a MGA or Wholesale Broker.  
 
Essential Responsibilities: 

 Review submissions and prepare proper narratives on operations, losses 
and exposures. 

 Review policies for accurate premium, coverages, terms and conditions. 
 Participates in supervised marketing/sales visits to provide customer 

service and grow book of business. 
 Follow renewal file through underwriting and pricing process. 
 Communicate verbal and written communication clearly to clients and 

company personnel. 
 Oversee mail handling for broker including handling endorsement 

requests as well as specific coverage issues. 
 Distribute mail for processing issues with clear, concise directions for 

assistants on how to handle the issue specifically. 
 Has direct knowledge of the job skills in the technical support positions 

including clear understanding of the AS400 processing system, 
cancellations, policy change requests and rating related issues, rating and 
overall flow of transactions within the office. 

 Clear understanding of production goals, customer needs, referral 
process and authority that exists within the position. 

 Take direction from broker on account management, marketing strategy, 
target premium, key coverage and retention issues. 

 
Knowledge, Skills, and Abilities 

1. Must have recent experience working with a MGA or Wholesale Broker and a 
minimum of 5 years as an Associate Broker/Underwriter within the 
insurance industry, specifically for a MGA or Wholesale Broker.  

2. Insurance license is required within one hundred twenty (120) days of hire 
or placement in position. 

3. Ability to read, analyze and interpret business reports and to make 
independent decisions.  



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

5. Must be able to solve problems and deal with a variety of tasks in a fast paced 
environment.  Must have excellent time management skills. 

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

7. Demonstrates appropriate aptitude for marketing calls and sales. 
8. Willingness and ability to travel to meet with customers and insurance 

carriers. 
9. Possess proficient computer keyboard and 10-key calculator skills.  

Knowledge of Word, Excel and AS400 system 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. 

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. 

 
 


