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November 21, 2018 Brokerage Services Specialist II – NE12  

   

Position Description: 1. Efficiently process agent requests to: 
- Identify property/casualty markets, determine bonding availability, 

answer coverage questions, and resolve problems.   
2. Provide documents, applications and information in a prompt and 

helpful manner. 
3. Screen new business and renewal applications, policy changes, 

claims notices, etc for complete information.  Ask appropriate 
questions to obtain necessary information prior to submitting to 
carrier. 

4. Organize and present complete information to partner carriers to 
ensure a timely and accurate response. 

5. Utilize online quoting with partner carriers when appropriate. 
6. Review third party proposals and provide accurate instruction and 

guidelines to agent for binding coverage. 
7. Review and process renewals, policy changes, claims and 

miscellaneous requests from carriers and agents. 
8. Invoice new business, renewals, changes and cancellations in an 

accurate and timely manner.   
9. Accurately document the Agency Management System. 
10. Research and provide problem resolution. 
11. Meet with agents and carriers to strengthen relationships. 
12. Assist with other duties as assigned. 

 

Qualifications: 1. Current Wisconsin and North Dakota Property and Casualty 
licenses preferred. 

2. Commercial STAR Certification. 

3. Must be able to work independently and coordinate several 
projects at one time in a fast paced, growing brokerage operation. 

4. Possess a commitment to exceptional Customer Service with 
attention to detail. 

5. Demonstrated excellent written and oral communication skills. 

6. Ability to identify important tasks and prioritize accordingly.   

7. Superior organizational and time management skills. 

8. Able to work in a team environment.   

9. Ability to efficiently use Outlook, Chrome, Excel. Experience with 
AMS360 Agency Management system is preferred. 

10. Must be available to work between the hours of 8:00 am to 5:00 
pm. 

How to Apply: CONTACT MARK SCHUSTER, DIRECTOR HUMAN RESOURCES  

MSCHUSTER@RURALINS.COM   OR    (608) 828-5404 
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