Administrative Assistant Position
We are currently seeking an Administrative Assistant that can perform the following functions: 

Responsibilities:  
· Updates E&O information for producers

· Completes Statement of Producer forms for Underwriters

· Sends out of state policies and invoices to filings coordinators 

· Prints CA endorsements for all offices

· CA filings

· Uploads batches to CA SLA department

· Answers CA SLA ‘Tags’

· Sends parking information to plaza behind office for new employees

· Assists with marketing department (puts together folders, goodie bags

· Aids office staff communication by locating personnel and assisting with inter-office contact.  
Qualifications:

· Knowledge of modern office communication; including telephone, email, and electronic fax systems. 

· Knowledge of paperless office procedures and methods; including system information retrieval, usage of multiple programs simultaneously, and electronic filing. 
· Skill in typing up to 50 words per minute

· Ability to multitask in the form of answering calls, distributing faxes, and filing simultaneously.

· Ability to remain professional and friendly at all times.

Experience: 
· High School Diploma

· At least one year of experience as a receptionist 

Location:  

The position is location in Redondo Beach CA, Client Services Department 

Reporting to Corinne Jones  

Relocation not paid 
Full Time 

Contact: Monique Echols….Human Resources ext 1342
