
 

 
 

 
COMMERCIAL Lines Account Manager Trainee 
 
About The Agency: O’Connor Insurance Associates is growing and we have an exciting 
opportunity for you to impact the growth of our commercial department.  Our family owned 
independent insurance agency has been in business for almost 20 years.  Our organization is 
fast paced, technology savvy, and very customer centric.  We are boutique like in seeking 
clients who value a working relationship with insurance professionals.  Educating our clients to 
enable him/her to make the right insurance decisions is part of our core mission.  In every 
interaction with clients we seek to treat that client like a family member. 

Job Description:  O’Connor Insurance Associates is seeking a Commercial Lines Account 
Manager Trainee. No insurance experience is necessary as we will provide a training program 
for the right candidate.  The successful candidate will be responsible for maintaining solid 
customer relationships by handling customer inquiries and concerns with speed and 
professionalism. The candidate will interact daily with customers, insurance carriers, and fellow 
employees while conducting specific service and marketing activities.  

The ideal candidate will have strong attention to detail and superior customer service skills. The 
candidate must also have excellent organizational, communication, and problem solving skills. 
These are must-have qualities of our new Commercial Account Manager team member.  You 
know yourself – if this is a picture of your please apply! 

The candidate must: 

 Provide service to existing clients related to updating policies, providing quotes, 
answering questions and providing documentation. 

 Service all regular and after-hour claims. 

 Work with new clients or support Producer in an effort to understand their needs, 
gather necessary data, research policy options, present options, finalize and bind new 
coverage, cancel old policies, and negotiate with carriers when necessary. 



 

 
 

 Support the sales Producer discuss existing policies, review liability limits and exposures, 
explore other coverage needs, evaluate replacement costs, round out accounts, and 
bind renewals. 

 Manage renewal process including reviewing price fluctuations, remarketing, working 
closely with producer to recommend coverages and renew policies. 

 Collaborate with team members, mentor staff, provide expertise and answer questions, 
and participate in formal and informal meetings as needed. 

 Provide service to clients with excess and surplus policies including quote and issue new 
policies as well as renew existing policies. 

 Participate in agency marketing activities, meet with carriers, attend CE sessions and 
other agency functions. 

 Perform administrative duties as needed such as answering phones, opening mail, and 
greeting visitors. 

 Perform other tasks as assigned by supervisor. 

 

Requirements: The candidate will: 

 Have a Bachelor’s Degree or comparable work experience. 

 Demonstrate strong technology and computer proficiency skills and knowledge.  Our 
agency relies heavily on technology products including but not limited to Office 365.  It 
is imperative that you have more than a working knowledge of the Office products. 

 Demonstrate strong customer focus and an excellent phone manner; display strong 
written and verbal communication skills. 

 Possess excellent math and reading skills to accurately perform simple calculations. 

 Have the ability and tact to handle difficult customer phone calls and solve complex 
problems without direct supervision. 

 Have strong sense of urgency, attention to detail, organization, and follow up skills. 



 

 
 

 Have excellent time management skills with a personal accountability mindset. 

 

Preferred Qualifications & Experience:  

 Detail oriented people person 

 Willingness and desire to be a life-long learner  

 NC Property & Casualty License, or ability to obtain within 60 days of employment 

 

Advantages of the O’Connor Insurance Team: 

 Competitive Pay 
 Medical insurance 
 Company matched SIMPLE retirement plan (up to 3%) 
 Generous time off program including accrued PTO and paid holidays  
 Flexible work environment 
 Casual Professional Dress every day 
 Team focused friendly upbeat and positive team members 

 

O’Connor Insurance is not your typical “mom & pop” insurance agency.  Our professional 
boutique like insurance agency is built with passionate people who strive for excellence while 
demonstrating leadership in everything we do. We work hard, we have fun, and we make a 
difference in the lives of our clients every day.  
 


