
 
 

JOB DESCRIPTION 
 

 
JOB TITLE:  ACCOUNT MANAGER  
 

DEPARTMENT: COMMERCIAL 
 

JOB SUMMARY: The Commercial Account Manager role takes responsibility of client relationship / 
retention, including the pre-renewal process, marketing process, & post renewal services and 
relationship building. 
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:    
 
 
1. Markets new and renewal business by completing underwriting, presenting submissions, 

compiling quotes and negotiating initial pricing/coverage with carriers. 
2. Provides quotes, proposals, account information and documentation in an accurate in a timely 

manner. 
3. Takes the lead in promptly resolving any customer issues or problems, coordinating with 

Service Representatives and Producers. 
4. Provides prompt service when answering plan questions, collecting payments, issuing plan 

documentation and following up on accounts that cancel their plans. 
5.  Takes responsibility to ensure a quality, error free on-boarding or plan renewal process for the 
    client. 
6. Accurately maintains all customer information in AMS360. 
7. Helps with developing and implementing agency procedures and marketing plans. 
8. Enhances the reputation of our agency by participating in community events as an agency 

representative. 
9. Takes responsibility to ensure a quality, error free on-boarding or renewal process for the 

customer. 
10. Perform other duties as assigned or requested. 

 
 
EDUCATION and/or EXPERIENCE: Agents P&C Insurance License for the State of California and 
CIC designation is mandatory, other designations such as CIC, CPCU and ARM are desirable. 
 
-  Minimum 5 years of insurance agency experience as a Commercial Account Manager or CSR or 
skills equivalent to that experience level. 
-  Knowledge of the commercial insurance industry and insurance policies 
-  Proven customer service skills 
-  Proven business development skills 
-  Above average written and oral communication skills to interact with team, customers and other 3rd 
parties 
 



 
REASONING ABILITY: Ability to solve practical problems and deal with a variety of concrete 
variables in situations where only limited standardization exists. Ability to interpret a variety of 
instructions furnished in written, oral, diagram, or schedule form. 
 
 
LANGUAGE SKILLS: Ability to read, analyze, and interpret general business periodicals, 
professional journals, technical procedures, or governmental regulations.  Ability to write reports, 
business correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. 

 
 

MATHEMATICAL SKILLS: Ability to calculate figures and amounts such as discounts, interest, 
commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts 
of basic algebra and geometry. 

   
 
PHYSICAL DEMANDS: Some occasional lifting of up to approximately twenty pounds.  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.  Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
 
WORK ENVIRONMENT: Corporate business environment.  The work environment characteristics 
described here are representative of those an employee encounters while performing the essential 
functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
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