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Job Description 
Manager-Personal 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 
Individuals must be accountable for specific actions in the workflow procedures.  The Personal Lines Manager has the responsibility at the management level for the day-to-day compliance with agency procedures and operations and delivery of superior service to the agency’s clients.  The Manager is also responsible for supporting the other members of the management team in the overall operations of the agency.  The PLM sets marketing initiatives and carries them out.  This individual is also responsible for meeting set production, retention and contingency goals and implementing an effective recognition and bonus program to reward and encourage Personal Lines staff to meet personal and professional goals.  The PLM represents the agency at company functions and community events, community service and business organizations, educational seminars, meetings, and conferences.  The PLM is responsible for hiring, training, reviewing, counseling, disciplining, and terminating personal lines employees. 

Essential functions
· Lead the development and maintenance of Personal Lines workflow procedures as well as participates in overall agency procedures  
· Provide each employee the procedures, convey the importance and monitor procedure adherence
· Continuously up-date the workflow procedures to reflect changes in computer capabilities and changes in business strategy or changes in carrier procedures
· Conduct periodic quality control checks of the internal procedures and controls
· Provide recommendations for improvement, indicate new areas of concern, identify individuals or groups who have demonstrated high quality standards
· Review records within and outside of the agency management system for retention, thoroughness and adherence to rules and regulations
· Communicate to agency staff all changes in company programs, products, procedures, or rating with regard to Personal Lines
· Act as in-house insurance advisor to all Agents and CSR’s on technical and coverage issues, and carrier relationships
· Maintain carrier relationships in a manner conducive to the welfare of the Agency    
· Facilitate cooperative efforts among Personal Lines Staff, both within the department and with Agency staff outside the department to ensure efficiency and achievement of departmental objectives
· Handle special accounts as assigned
· Respond to and resolve customer complaints
· Conduct meetings with Personal Lines Department to address important issues within the department or the Agency
· Meet with Agency managers regularly to ensure effective operations and cooperative efforts among departments
· Attend company and community functions, trade shows, conventions, local business functions as a representative of the Agency
· Participate in local civic organizations
· Attend educations seminars as needed to improve management skills, acquire information, and keep abreast of industry changes to maintain compliance 
· Contact and develop new markets as appropriate for the needs of the agency’s clientele
· Follow all agency and Department of Insurance rules and regulations
· Other duties as assigned

Competencies
· Proficient with a computer
· Working knowledge of Microsoft Office (word, excel, email etc) or similar products
· Excellent communications skills, both verbal and written
· Be a problem solver that can think outside the box to find solutions

Supervisory responsibilities
Has full supervisory responsibilities for Agents and CSR’s of the Personal Lines Department

Work environment
Professional office

Physical demands
[bookmark: P35_3325]Sitting for extended periods of time
Use of computer for extended periods of time

Travel required
Yes

Required education and experience
· High school diploma 
· Current [insert state name] Property and Casualty license 
· Prior managerial experience 

Preferred education and experience
· College degree 
· Prior experience as a Personal Line manager 




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: _Hlk56693537]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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