OLLlS/AKERS /ARNEY Springfield

Branson
INSURANCE & BUSINESS ADVISORS
Bolivar

El Dorado Springs

OllisAkersArney.com

Associate Account Manager, Commercial Risk

Ollis/Akers/Arney currently has an opening for an Associate Account Manager, Commercial Risk. This position
provides exceptional service and support of current and prospective clients, carriers, team members and
Advisors. The ideal candidate will communicate professionally with others, have strong attention to detail,
and some knowledge of the insurance industry.

Additional duties include:

e Provide excellence in customer service to existing and prospective client base as well as internal staff.

e Order and issue binders, certificates, policies, endorsements, and other related items; verify accuracy;
provide documentation to client with appropriate correspondence.

e Perform general office duties such as answering the phone, making copies, and preparing faxes.

e Assist Account Managers with follow through on all inquiries, requests, and submissions to ensure timely
receipt.

e Provide support to Account Managers in creating renewal documents and policy checking.

e Maintain and update activity records in agency management system according to current process and
procedure, including requesting plan documents from carriers & imaging into database.

e Perform additional duties as requested by Advisor, management or team members.

An Associates’ degree or equivalent college coursework is preferred. Two plus years of experience in a
professional environment is also preferred. A Missouri Property & Casualty Producer License or ability to
obtain within first six months of employment is required.
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