
ALL RISKS, LTD. – Direct Bill Associate 

 

Job Title:  Direct Bill Associate 
Department:  Accounting 
Reports To:  Accounts Payable Supervisor 
Classification: Non- Exempt 
 
Position Summary 
Performs a range of clerical functions for carriers and brokers as it relates to our direct bill book of 
business. 

Essential Responsibilities: 
 Provide customer satisfaction through day to day processing and account support, problem 

identification and resolution. 
 Process payments from carriers within contract guidelines and ensuring carrier accounts 

are current. 
 Work with ARL Underwriters and Department Managers to resolve billing and policy 

premium issues. 
 Proactively research and reconcile Carrier and Broker Discrepancies. 
 Monitor Broker accounts for non-payment of unearned commission. 
 Monitor Carrier accounts for non-payment of commissions. 
 Excellent oral and written communication to external/internal customers and management 

via phone calls, faxes and emails in a clear, concise and consistent professional manner is 
required. 

 Issue disbursements to carriers and brokers as needed. 
 Prepare and complete bi-monthly check run. 

 

Knowledge, Skills, and Abilities 
 Requires a Bachelors Degree, and two years accounts payable experience; or, any equivalent 

combination of education and/or experience.  
 Strong attention to detail. 
 Must have a high level of integrity. 
 Portray a positive attitude, strong work ethic and willingness to learn. 
 Applied general accounting practices and procedures. 
 Good mathematical aptitude, organizational skills, excellent problem solving, analytical skills 

and customer service orientation a must. 
 Excellent oral and written communication skills. 
 Ability to multi-task successfully and meet deadline pressures in a fast paced team environment 

is essential. 
 Proficient in Outlook, MS Word, Excel and Power Point.  
 Knowledge of Insurance Industry and Concept One accounting application are a plus. 
 Successful of the Introduction to Risk Management and Insurance exam within nine (9) months 

of your hire date. This requirement will be waived if you possess a current State P&C license, or 
have successfully passed AINS21 or an equivalent course.  Upon fulfilling this obligation, you will 
be required to participate and pass the All Risks, Ltd. Internal Surplus Lines 101 class and quiz 
within the subsequent six (6) months. 

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. 


