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              Job Description






	Job Title:
	Part time Insurance & Travel assistant

	Department:
	Insurance & Travel

	Reports to:
	Insurance Manager

	Why Does This Job Exist?

	To assist and support the insurance office with the day-to-day running of the Insurance Department on a part time basis

	Main Responsibilities:

	· Good knowledge of Access databases
· Meet the targets and to ensure that standard operating procedures are in place, driving them, monitoring and putting corrective actions in place when necessary
· Excellent customer service skills
· Ensure team compliance with Health and Safety standards of the company
· Electronic filing
· Debt collection
· Onboarding clients

	Qualifications and Skills:

	Essential
· Good understanding of insurance assessing implications
· Ability to clearly advise customers to maximise their needs
· Team player 
· Ability to show logical and positive behaviours systematically and in line with Company standards
· Forward planning skills 
· Excellent communication (both verbal and written) and interpersonal skills
· Ability to resolve confrontation in a fair and objective manner 
· Ability to read write and speak english

Desirable
· GCSE English & Maths 
· Good timekeeping skills
· Demonstrates responsible and professional conduct

Only applicants currently living in the Falkland Islands will be considered.












	Declaration - Job Holder

	
I have read this job description (or had it read to me) and I fully understand all my responsibilities.


	Name:

	Date:

	Signature:



	Declaration – Line Manager

	
I have read this job description and endorse the responsibilities, qualifications and skills listed.


	Name:

	Date:

	Signature:
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