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Job Description

Account Manager-Commercial Lines

FLSA Classification
[Indicate exempt or nonexempt] 

Salary Grade/Level/Family/Range
[Insert applicable information]

Reports to
[Insert title]

Date 
[Indicate date job description was created or revised] 

JOB DESCRIPTION 

Summary/objective 
As an Account Manager, you are responsible for maintaining and maximizing profitable relationships with clients for growing the book of business through new client sales as well as expanding existing ones.

· Identify, qualify, and develop personal insurance opportunities with new and existing clients in person, by phone, and through written communication
· Maintain appropriate and thorough documentation of conversations, recommendations, and other corresponding matters with clients and prospects
· Foster and maintain excellent relationships with clients and prospects through regular follow-up, accurate and timely quotations, and general account support  
· Respond to incoming inquiries (phone, online, walk-in) and gather all necessary information
· Contact clients in a timely manner after they have filed a claim with intent to comfort and provide any direction or advice needed
· Actively prospect, round accounts and solicit increases in existing client coverage
· Obtain best coverage/rate for insured, process quotes, and bind insurance coverage, follow-up as necessary with inspection, photos, and other documentation
· Present policies to insured and educate them on coverages and rates
· Support and prepare clients for renewal retention
· Anticipate, respond to and follow-up on all existing client needs
· Monitor, review, and report on key metrics to ensure sales targets are achieved
· Maintain a high level of industry knowledge in order to better provide the professional advice and sound recommendations to protect the client
· Submit new business in accordance with agency and carrier standards
· Have a good knowledge of the Agency and Agency’s carriers underwriting criteria
· Follow all agency and Department of Insurance rules and regulations
· Other duties as assigned  




Competencies
· Proficient computer skills
· Working knowledge of Microsoft Office (Word, Excel, email, etc.) or similar products
· Have excellent communication skills, both verbal and written
· Maintain CE and participate in ongoing education
· Keep informed regarding industry information, new product information, legislation, coverages, and technology to continuously improve knowledge and performance
· Maintain A/R and billing
· Display positive, helpful attitude to help create a friendly and professional environment for clients and co-workers  
· Ability to learn and utilize all technology, systems and programs needed to perform the job at a high level and provide excellent customer service

Supervisory responsibilities
 None

Work environment
 Professional office

Physical demands
 Sitting for extended periods of time, use of computer for extended periods of time

Travel required
 None

Required education and experience
· High School diploma 
· Current [insert state name] Property and Casualty License

Preferred education and experience
· Prior Account Manger experience 

Additional eligibility requirements


Work authorization/security clearance requirements
 Must be able to provide valid documents showing authorization to work in the United States

Affirmative Action/EEO statement 
[bookmark: _heading=h.30j0zll]It is the policy of [insert agency name]to provide equal employment opportunities without regard to race, color, religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, genetic information, or any other protected characteristic under applicable law.


Other duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 




Signatures
This job description has been approved by:



Manager______________________________________   	  Date ________________



Employee signature below indicates the employee’s understanding of the requirements, essential functions, and duties of the position. 


Employee______________________________________     Date__________________
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