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MHA:  JOB DESCRIPTION
	Job Title:
	Insurance Business Development Representative

	Job Classification:
	Administrative

	Department:
	HPIC

	FLSA Status:
	Exempt

	Pay Grade:
	

	Reports to:
	Director of Marketing

	Prepared By:
	Curnis Upkins, Jr.

	Prepared Date:
	November 13, 2019

	Approved By:
	

	Approved Date:
	

	Nothing in this job description restricts management’s right to assign, reassign or change duties and responsibilities to this job at any time due to reasonable accommodation or other reasons.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

	POSITION SUMMARY 

This role is responsible for understanding the insurance coverage needs of our customers and managing coverage solutions through HPIC and our MHA Insurance Agency.  Incumbent is responsible for annually reviewing customer’s coverages and services to gage appropriateness, customer satisfaction and identify a solution strategy for the coming year.
ESSENTIAL FUNCTIONS  - Following are major areas of responsibility:

· Manage MHA Agency business by identifying customer needs and providing solutions offered by MHA Agency. This may include D&O, Property, Cyber and Excess coverages
· Present renewal presentations to assigned accounts for HPIC and Agency
· Annually review customer coverages & services and help them with coverage solutions for the coming year

· Identify insurance market place coverages that meet the needs of customers

· Represent subscribers by negotiating commissions, coverage terms and pricing with insurance carriers or wholesale brokers, 

· Drive new coverage quotes and own the coverage renewal process

· Create and manage a new subscriber pipeline by building relationships in the market

· Must have or acquire a thorough knowledge of the products and services offered by MHA Agency and HPIC and be able to advise customers on appropriate coverage options. 

· Be able to observe market perspectives on HPIC brand, competition and share these observations with HPIC leaders

·  Outside sales for new business opportunities

· In-house marketing 

· Prepare Renewal/New Business Submissions/Proposals/ Quotes

· Communicate with Clients and Underwriting

· Authority to bind accounts upon client’s request

· Prepare Certificates of Insurance

· Attending trade shows marketing to potential prospects and following up on those prospects with calls and visits
SUPERVISORY RESPONSIBILITIES

This position has no employee supervisory responsibilities.
QUALIFICATIONS   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  

EDUCATION AND/OR EXPERIENCE
This position requires a 4-year college degree and 4 plus years’ experience marketing P&C in an insurance agency/ brokerage environment.  Experience with professional liability coverages is also preferred.  This position requires a P&C insurance brokerage license in MS.
LANGUAGE SKILLS

This position requires the ability to communicate effectively both verbally and in writing; and effectively communicate product offerings and persuasively market company and agency products.  Must be able to communicate in a friendly manner and work effectively with others. 

MATHEMATICAL SKILLS

Basic addition/subtraction/multiplication/division/percentages

REASONING ABILITY

Must have the ability to prioritize work, meet deadlines; listen to customer needs, analyze their situations and needs, then offer appropriate solutions and effective courses of action; and have the ability to identify the problem and work with appropriate means (other departments, perform office tasks) to resolve in a quick and professional manner.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  While performing the duties of this job, the employee is required to stand; walk; sit; use hands to finger, handle, to feel objects, tools or controls; reach with hands and arms; climb stairs; balance; stoop, kneel, and crouch; talk and hear; taste and smell. The employee must occasionally lift and/or move up to 25 pounds. 

Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. The position requires the incumbent to frequently operate/drive an automobile for in-state and occasionally for multi-state travel. Travel will include day and some overnight travel.
Work requires the ability to communicate clearly and provide close attention to detail and accuracy. The job is varied in nature and is performed with frequent interruptions. While performing the duties of this job, the employee is regularly required to communicate with staff and others and exchange information. The employee must regularly move about inside the office to access file cabinets and office machinery and outside the office for meetings in other offices, hospitals, medical practices, and locations of current or prospective clients.  

WORK ENVIRONMENT

The work environment characteristics described in this job description are representative of those an employee encounters while performing the essential functions of this job.  The noise level of the work environment is usually moderate.
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