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Job Description
Job Title:


Express Underwriter (Tele-Interviewer or Fast Track) 
Responsible To:

EU or Fast Track Team Leader

Main Purpose: 
To complete on-line proposal forms to strict quality 
and service standards
Specific Responsibilities:
To make outgoing calls to agreed procedures and complete tele-underwriting interviews in a full, accurate and professional manner.
To input applications on life company online quotation and underwriting systems accurately.
To resolve or refer any inconsistencies between illustrations produced by internal systems and the Insurer system.
To maintain full and accurate records of the progress of an application.
To ensure client, agent and insurer are fully informed of progress and developments in relation to an insurance application.
To diarise the next activity involved in an insurance application.
To answer enquiries and take any resulting action on an application.
To receive, record and respond to risk instructions and requests for further information in a timely and accurate manner.
To attend and undertake all coaching and training required and pass appropriate qualifications as set by Management.
To conform to regulatory and cultural guidelines as set by management e.g. Treating Customers Fairly (TCF), Data Protection, Health and Safety and EEC, Quality and Service Excellence, Financial Crime, Money Laundering and Complaint handling. 
Operate under a strict code of confidentiality.
Identify improvements to, and make suggestions for, improving processes for customers and the business.
Show flexibility and carry out any other reasonable duties set by the Dept Manager; including assisting with other Departments and/or training colleagues. 
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