
The Company

· We are rapidly expanding insurance broker in Tunbridge Wells, Kent. We currently employ around 50 staff and specialize in niche motor insurance. We also appear on many of the price comparison sites for car and home insurance such as ‘Go Compare’ and ‘Moneysupermarket’. We are looking for committed individuals with an interest in insurance to join our lively team. We offer ongoing in house training, leading to a formally recognized insurance qualification although no previous insurance experience is required.
The Role

· Maintaining the system for raising renewals, which should be actioned 3-4 weeks before the renewal date.

· Managing the departmental computerized diary system and produce renewal documentation.

· Chasing and receiving payments by cheque, credit card and debit card for renewals and policy amendments.

· Responding to enquiries from clients, brokers and underwriters received by phone, letter, email or fax and ensuring that all information required by clients or underwriters is obtained and communicated.

· Obtaining quotations, using quotations system, rating guides or by referring to insurers. Communicate quotations, advising the most appropriate in terms of price and cover to meet the applicant’s needs.

· Discussing any additional covers to ensure that all the insurance requirements are satisfied.

· Issuing invoices and policy documents and updating client records

· Ensuring that the paper files and system records are updated and maintained following all client contacts.

· Providing a focused and friendly service to all customers and prospects providing quotations and assisting with queries, taking messages where appropriate. 
· Processing incoming and dispatching outgoing mail.

· Produce and maintain diaries on our computer system, chasing for outstanding information from insurers, brokers and clients.

· Update the computer system with events, produce documents/correspondence as required.

· Passing commercial/home insurance enquiries on to the commercial department.

· Communicating effectively both internally and externally in a professional and friendly manner. 
· Maintaining an acceptable level of product knowledge by keeping up-to-date with product developments. 
· Working normal office hours for 3 out of 4 weeks (9.00 - 17.30 Monday to Friday), plus 1 week of ‘lates’ (11.30 – 20.00), during your week of ‘lates’ you will be required to work Saturday 9.00-16.00).
.

.
The Candidate
You will be an enthusiastic, highly motivated team player looking for a career with an organisation that gives you the opportunity to develop and grow personally. You will be a career orientated individual. In addition, you will possess:

· Energy, Outgoing & Confident with strong communications skills. 
· A commitment to service and customer orientation. 
· Effective IT/ PC skills.

· Excellent telephone manner. 
· The ability to quickly and accurately enter information, produce documentation, and supply information. 
· Good numeric skills and capable of multi tasking. 
· Ideally a minimum of a years insurance renewals experience.

The Rewards

· Your salary will be based on any previous experience, plus commission. 
· 20 days holiday a year, Company Pension Scheme – 3% contributory (upon completion of a satisfactory 6 month probation period)

· High street gift vouchers award scheme

· Free company car park

· Discounted insurance
· Good personal development opportunities
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