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ROLE AND RESPONSIBILITIES
Personal Lines Renewal Specialist

Role: The Personal Lines Renewal Specialist is primarily responsible for managing the renewal process for personal lines clients. This includes reviewing policies and accounts, addressing client needs and questions, and ensuring policies are renewed in a timely and accurate manner to maintain coverage continuity.
Responsibilities: 
1. Renewal Management
· Manage the renewal process, including reviewing expiring policies, requesting updated information from clients, and obtaining and presenting renewal quotes.
· Ensure renewals are completed in a timely manner to avoid lapses in coverage.	

2. Policy Review and Recommendations
· Review each policy for potential adjustments based on changes in clients’ needs, market conditions, or available offerings.
· Recommend changes or enhancements to clients’ insurance coverage as needed.

3. Client Communication
· Proactively contact clients to discuss upcoming renewals, policy changes, and answer any questions.
· Maintain ongoing communication with clients throughout the renewal process to keep them informed and engaged.
· Address any concerns or questions clients may have regarding their policy renewals.

4. Data Management
· Accurately update and maintain client data in the agency’s management system.
· Document all client communications and transactions.
	
5. Team Collaboration
· Collaborate with Account Managers to ensure seamless client experience.
· Inform the sales team of any opportunities for cross-selling or upselling identified during the renewal process.



Key Performance Indicators (KPI’s):

1. Renewal Rate
The percentage of policies successfully renewed by the Renewal Specialist before expiration.

2. Timeliness of Renewals
The percentage of renewals completed at least a certain number of days before the policy expiration date.

3. Accuracy of Renewals
The percentage of renewal policies free from errors.

4. Client Satisfaction Score
Measured through surveys or online reviews, this indicates the level of client satisfaction with the renewal process.

5. Upsell/Cross-Sell Rate
The frequency at which the Renewal Specialist is able to sell or suggest additional coverages for the existing client during the renewal process.

6. Data Accuracy
The frequency of errors in updating client and policy information within the agency management system and the carrier.
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