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Insurance Operations Role Description
Other names:  Insurance Services Associate, Client Service Associate, Client Experience Associate, Risk Management Operations Associate,  Insurance and Annuity Coordinator
Our client is a wealth management team is looking for an Insurance Operations Associate to help the team run an efficient practice. The Insurance Operations Associate focuses on successfully supporting the team to keep the team focused on building client relationships. The right candidate  must be able to work in a fast paced, high energy environment. The team is looking for a ‘can-do’ & ‘take-charge’ attitude to manage the insurance operations business unit, have strong attention to detail, be proactive and create a first class client experience.  The right candidate should be familiar with insurance underwriting and processes.  
Insurance Operations Job Duties 
· New Client Onboarding:
· Process insurance applications
· guides clients through the underwriting process and communicates with clients about next steps in the process
· Process client service request (e.g. address changes, beneficiary changes etc.).
· Follows-up to ensure all client service is completed and tasks are followed up on.
·Serve as a liaison between corporate offices of carriers and the clients
· Schedule medical exams and Attending Physician’s Statements 
· Keep wealth managers up to date on application and client statuses 
· Coordinate address changes into CRM system
·  Create illustrations and quotes whether new or in force
Other Tasks May include:
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