
 

 

 

Concorde General Agency, Inc. Team offers a full-time, Account Manager opportunity in our 

Personal Lines Department. The successful candidate delivers an exceptional customer 

experience while performing work that is helpful in a polite, professional style.   

Must be able to work independently to perform various support and service tasks in a team 

environment.   

 

KEY RESPONSIBILITIES:     

 Retain existing accounts through remediation and remarketing efforts.  

 Train and educate agents on the application process and program requirements to 

improve post bind experience.  

 Courteously field and respond to all inquiries from our Trusted Partners promptly.  

 Review and process required workflow tasks within ALIS promptly to enhance the 

customer experience.  

 Accurately document and maintain all customer interactions in the proper system(s).  

 Follow-up on additional information requests for inspections, endorsement, non-

renewals and notice of cancellations as needed.  

 Utilize industry knowledge to make underwriting exceptions to retain a profitable book 

of business.  

 Maintain a high level of competency on carrier and internal rating systems and products.  

 Ensure service levels within the team and department are met or exceeded daily.  

 Other duties as assigned.  

 

DESIRED SKILLS, KEY COMPETENCIES and EXPERIENCE:  

 Associates or bachelor’s degree preferred but will consider an equivalent combination of 

education and experience.  

 Minimum 3 years of insurance industry experience required.  

 Previous account management, underwriting or agency experience is required.  

 Associated classes or courses and industry license or designations desired.  

 Ability to provide friendly service to handle inquiries from our Trusted Partners and team 

members.  

 Must have a high level of problem-solving and organizational skills and be a positive 

team player.  

 Excellent multi-tasking, interpersonal and communication skills.  

 Attention to detail in composing, typing and proofing materials, establishing priorities 

and meeting deadlines.  

 Ability to understand insurance basics to expand understanding of agent and customer 

needs and enhance phone and email support for Personal Lines coverage lines.  

  

 

 

 



SYSTEMS:  

 Microsoft Office 365  

 Crexendo Phone System  

 ALIS Agency Management System  

 CGA Website including company online rating systems  

 Policy Viewer   

 Vertafore  

  

Competitive pay and benefits, including medical, dental, vision, life and long term disability 

insurance, sick time and paid time off, paid holidays, Retirement/401(k) with company match, 

Flexible Benefits, AFLAC supplemental coverages, Volunteer time off, Identity Theft protection, 

Wellness benefits, Bonus programs and Profit Sharing program, talent development and 

education assistance, peer to peer recognition, professional/industry designation programs and 

reimbursement and more!  

We are an Equal Opportunity Employer. We do not discriminate because of age, color, disability, 

gender, genetic information, national origin, race, religion, sexual orientation, or other legally 

protected characteristics.  

 


