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Job Description


Purpose Of Your Position

Provide administrative support to Gleason Financial, Ltd. in order to ensure the client satisfaction through accurate, through and timely services.

Job Functions

Every effort has been made to make your job description as complete as possible.  However, it in no way states or implies that these are the only duties you will be required to perform.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or is a logical assignment to the position.  This Job Description is not to be construed as a contract and may be changed at any time at managements discretion formally, or informally, either verbally or in writing.

Essential Duties and Responsibilities

1. To provide support to Senior Account Manager, including but not limited to:

a. Preparing proposals, sales presentations and employee enrollment meeting presentations in PowerPoint and hard copy as needed 

b. Developing and maintaining data bases and excel spread sheets, etc. for renewal marketing 

c. Request proposals from insurance carriers; submit and follow up on all enrollments

d. Process new enrollment applications

e. Accurately document all client contacts and enter information into AMS Benefits

f. Take calls from clients; resolve routine requests; refer non routine requests to the senior account manager

g. Assist with all phases of the renewal application process


2. General office duties including but not limited to 

a. filing; photocopying; laminating; 

b. maintaining hospital, carrier, and customer address and phone numbers; 

c. composing and typing routine correspondence; 

d. sorting mail and sending mail; 

e. making travel arrangements; 

Working Conditions

· Works in an office area

· Sits, stands, bends, lifts and moves intermittently during working hours

· Is subject to frequent interruptions

· Attends field meetings

· Is involved with personnel, visitors, customers, etc., under all conditions/circumstances

· Attends and participates in continuing educational programs

Education and Experience

· Bachelor’s Degree; or

· Prior insurance/employee benefit experience

· Life Accident and Health license is preferred 


Job Requirements

· Employee is required to obtain a Life, Health and Accident license within 90 days of hire 

· Must be available to occasionally work overtime with or without notice

Specific Requirements

· Must be proficient in Windows operating environment

· Must be proficient in Microsoft Office including Excel, PowerPoint and Word

· Must have interpersonal skills in addition to excellent verbal and writing skills to provide excellent customer service to clients and deal with a variety of individuals in an office setting

· Ability to handle multiple tasks and have proficient organizational skills

· Ability to make effective decisions and solve problems.

· Must be able to work under stress, establish priorities and comply with deadlines

· Must be able to take, understand and follow directions

· Must have the ability and desire to seek out new methods and principles and be willing to incorporate them into existing practices; ability to adapt to changing responsibilities.

· General Math Skills

Physical and Sensory Requirements

(with or without the aid of mechanical devices)

· Must be able to move intermittently throughout the work day

· Must be able to cope with the mental and emotional stress of the position

· Must possess sight/hearing senses or use prosthetics that will facilitate these functions adequately enough so that the individual may perform the requirements of the position

Job Description

Acknowledgment

I have read the above job description and fully understand the requirements set forth therein.  I hereby accept the position of 


Assistant Account Manager and agree to abide by the requirements set forth and will perform all duties and responsibilities to the best of my ability.



Date


Signature –Assistant Account Manager



  


Date


Signature – Senior Account Manager
Oral Review
I certify that this Job Description was orally reviewed with me by                                                         

on                                , 20         .

Employee Signature -


Copy:  Employee

            Personnel File

Job Title: Assistant Account Manager	Group: Gleason Financial, LTD.





Supervisor: Senior Account Manager	Salary range:








FLSA:  Nonexempt        Job No.:                EEO Class: 953-Office	Effective Date: 11/05/04
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