 Brokerage Technical Assistant Position

We are currently seeking a Techincal Assistant that can perform the following functions: 
· Provides support to members of the Complex Casualty division in the areas of policy service, endorsement processing, additional insureds, and new and/or renewal quotations
· Processing of new and renewal business including maintenance of records and materials and related work as required

· Works independently, exercising judgment and initiative and performs related work as required

· Provides good customer service by responding promptly and courteously to all requests

· Investigates and solves problems

· Processing and review and email or fax, quotes and binder letters

· Review and evaluation for quotations and binders (new or renewals)

· Works with identified resources to maintain a structured diary system 

· Works with identified resources to structure and maintain file organization

· Maintain submission and policy files according to documented standards 

· Handle special projects and assignments as directed
Qualifications:
Detail Oriented

Strong computer skills (including Microsoft, Word, ITC, AppX)

Ability to process and prioritize multiple tasks simultaneously

Ability to work in a fast –paced learning and production-oriented environment

Ability to read and comprehend carrier plan features, benefits and underwriting guidelines, and Company guidelines

College Degree
Location:  

The position is location in Morgan Hill, CA
Reporting to Tom Dean 

Relocation not paid 

Full Time 

Contact: Monique Echols….Human Resources (800) 829-7330 ext 1342

