
Sales Support Relationship Coordinator 
 
Job Title:  Sales Support Relationship Coordinator-Alive Risk/Programs 
Department:  Operations 
Reports To:  Operations Director  & Sales Support Manager 
Classification:  Exempt 

 
Position Summary 
Primary responsibilities are meeting and communicating with sales teams to ensure 
operational efficiency and identify workflow opportunities.  Daily responsibilities will 
include: workflow analysis, policy/account review, communication between sales and 
operational teams, producing reports, and trend analysis. The position will serve as the key 
contact for the business unit to resolve issues and capitalize on opportunities that are 
identified by internal and external stakeholders.  
 
Additional responsibilities will include documentation of visits to branch offices, facilitating 
feedback with operational teams, and producing results as a project and relationship 
manager.  Research of procedural controls and internal systems will be essential to become 
a resource and address inquires/feedback from sales teams.  Documentation of business 
processes, assisting with due diligence projects related to acquisition activity, and other ad-
hoc projects may also be included in responsibilities. 
 
Essential Responsibilities: 
 

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

 Examine and evaluate document processing such as applications, inspections reports, 
MVRS, financial reports, claims history and any other pertinent information to 
determine degree of effectiveness. 

 Coordinate corporate procedural documentation. 
 Assist producers with difficult service related issues.  
 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. 
 Ensure sales support initiatives align to support business unit financial goals.  
 Perform compliance and ad-hoc audits as needed. 
 Coordinate initiatives with the Sales Support Manager to maximize efficiencies globally 

across the organization.  
 Assist with new carrier/program set-up and implementation. 

 
Knowledge, Skills, and Abilities: 
 

1. Requires an undergraduate degree preferably in business, insurance, marketing, 
finance, or accounting related discipline.   

2. Must have 3+ years experience in property and casualty underwriting, project 
management, and/or marketing. 



 
3. Ability to listen, analyze, and interpret verbal systems or workflow requirement 

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

the delivery of All Risks products. 
5. Ability to understand and analyze underwriting guidelines, knowledge of insurance 

products, service standards and processes. 
6. Exemplary oral and written communication skills (including organizing meetings, 

strong customer service on phone calls, updating internal web content, and creating 
blog posts).  

7. Ability to conduct presentations for business teams and executives.  
8. Ability to write business procedures. 
9. Must demonstrate teamwork and ability to develop productive relationships with peers 

and management, including external and internal clients.  
10. Proficient in Microsoft Excel, Word, and PowerPoint. 
11. Pursue technical development in order to maintain or enhance knowledge, skills, and 

abilities required. 
12. Must be able to solve problems and deal with a variety of tasks in a fast paced 

environment.  
13. Travel will be required. 
 
 

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 will be regularly required to travel to the company’s home office 
and occasionally to remote offices, vendor offices, court appearances or the office of a potential acquisition.  

 


