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Front Desk Receptionist
Reports to: 
Joe Biernacki
Status:

Full-time, non-exempt
Office: 

Michigan City
About General Insurance Services

General Insurance Services is a full service independent insurance agency with over 80 years of experience serving Northwest Indiana, Southwest Michigan, and many accounts in the greater Chicago market. Our mission is to “secure the future of the communities we serve” through not only our work, but our community outreach as well. We invest in our team members through training and development to help them reach their career goals and personal aspirations. 

At General Insurance Services: 

· We offer a competitive salary and benefits package.

· We provide ongoing training to help you learn your job.

· We deliver constant coaching and feedback to help you develop your skill.

· We encourage professional development.

· We support individual volunteer efforts within the community
General Insurance Services was recently named one of the “Best Places to Work in Indiana.” Our office is growing, and we are looking to train the right individual to fit right into our company. If you are motivated to succeed and would like to join our team, please complete our application. We will follow up with you on the next steps in the interview process. 
Benefits

Benefits include Medical, Dental, Vision, 401k, Paid Time Off and Life Insurance.
Purpose 
The Front Desk Receptionist assures the office and switchboard are open and operating promptly at 8:00am and throughout the day untill 5:00pm. The Receptionist greets and directs all customers in person and on the telephone; responds and directs incoming emails and postal mail; as well as provides a variety of clerical and customer services duties. 
Responsibilities:

1. Assures the office is open and functioning during work hours. 

a. Unlocks and locks doors, turns on and off lights.

b. Takes responsibility for the appearance of the reception area.

c. Opens and balances cash drawer.

d. Make the weekly and end of the month bank deposit if necessary.

e. Orders and distributes office supplies.

2. Greets and assists all walk-in customers.

a. Greets all walk-in customers in a professional, hospitable manner. 

b. Provides as much direct assistance as practical; including answering billing inquires, accepting and processing payments, and providing ID cards.

c. Directs customers to the best resource available when necessary.

3. Greets, assists and directs any telephone customers.

4. Opens, sorts, and delivers incoming mail, and faxes; maintains postage meter and processes outgoing mail. 

5. Prepares interoffice mail for delivery.

6. Provides a variety of clerical duties, as requested. 

a. Accept and upload customer payments.

b. Creates and emails or mails various documents. 

c. Processes various documents, including underwriting memos, cancel notices, refund checks, and non-renewals, prospect letters, referral letters etc. for both commercial and personal lines.

d. Other duties may be assigned as need arises or as required to support the agency’s essential functions.

e. Respond to all incoming calls, voicemails and emails from clients or staff, ideally within the same day.

Knowledge, Skills, and Abilities:

1. Indiana Property and Casualty agent’s license is required. 

2. This position requires a High School diploma or GED; the ability to read with good comprehension and precise mathematical skills.

3. A professional appearance, etiquette and excellent verbal skills are required.

4. Empathic listening skills and careful speaking skills.

5. A thorough knowledge of the phone system, including the ability to train employees about the various features. The ability to remain calm and focused while handling several callers simultaneously. 

6. The ability to use Outlook to send and receive emails including attachments.

7. The ability to utilize the in-house software systems within 60 days of employment. These skills include using the Genifax, scanning and attaching appropriate items in AMS. 

Physical Demands and Working Conditions:

· Communication with telephone callers and associates requires an ability to express oneself as well as perceive and exchange ideas.

· Viewing computer terminal, perceiving, and transcribing data with accuracy and keyboarding fill much of the day in an office environment.

· The employee is not exposed to adverse environmental conditions, working primarily in an office environment.

· Light work. Exerting up to 20 pounds of force occasionally and/or negligible amount of force. Work can require walking while carrying objects, stooping, kneeling, crouching, as well as grasping objects, and reaching with hands and arms. 

· The employee is occasionally required to stand and walk.

· Reliable physical attendance is required. 

