Job Description 

Name:






Job:




Complex Risk Processing Technician
Division:




Technical Operations, Gallagher London.
Reporting to:

(persons by name and position):

Michael Barry
Reporting responsibility:

(persons by name and position) 

Not Applicable
The following person(s) deputises 
for the Employee in his/her absence: 
Dan Cook, Dylan Koblitz and/or Jan Mertcan.
Overall Objectives: 
To provide an efficient and high quality technical accounting and risk processing role and to provide a central resource of knowledge and expertise in support of technical accounting and risk processing for the Gallagher London business units, GOSSPL, bureaux, underwriters as well as internal and external customers.
Main Responsibilities:
· Core policies:  To deal with all aspects of technical accounting and risk processing referring to senior colleagues when issues fall outside own experience and knowledge.

· Limit of authority: Cannot sign cover notes or addenda, cannot approve any funding or approve LPANs.
Job Objectives:

· To perform the necessary Divisional quality control checks in respect of documentation received from the Gallagher London business units prior to release to GOSSPL and to complete and/or update the Divisional designated tracking/reporting systems, referring to senior colleagues, experts or insurers when issues fall outside own experience and knowledge.

· To provide the necessary technical support for the Gallagher London business units, GOSSPL, bureaux and underwriters and to perform the necessary quality control checks, including query resolution and in accordance with Sox requirements. 

· To liaise and support IBA Accounts to ensure that all premium settlement due dates and premium payment warranties are monitored and met. Specific responsibility for the Financial Institutions Unit.

· To liaise and support IBA Accounts to ensure that unallocated cash and other accounting queries are resolved within five working days wherever possible.
· To liaise and support GOSSPL to ensure that any Accounting & Settlement (A&S) queries are resolved without delay.
· To monitor all items sent to GOSSPL to ensure that Service Level Agreements (SLA’s) and Turnaround Times (TAT’s) are adhered to.

· To maintain a good working knowledge of processing developments and market support systems in order to process complex risks without referral to GOSSPL as and when required and in accordance with Divisional practices.
· To track monthly booked brokerage revenue in respect of the Financial Institutions Unit.

· To deal with telephone enquiries promptly, referring the query to the appropriate person when the query falls outside own knowledge and experience.

· To ensure that all technical files are kept in good order and that all communications with customers and underwriters are accurately recorded as per the Company’s Professional Standards Manual.
· To ensure that Management are kept abreast and advised of any issues arising from technical processing and premium signing.

· To provide assistance in other areas of the Company’s business as may be required.
Knowledge Required:
· Good understanding and knowledge of FSA rules and guidelines relating to commercial and private customers.

· Good understanding and knowledge of general insurance and underlying legal principles.

· Good understanding and knowledge of banking methods and accounting principles.

· Good understanding and knowledge of all company specific procedures.

Skills Required:
· Ability to prioritise and organise own workload to ensure that deadlines are adhered to.

· Ability to work under pressure and without supervision.

· Ability to liaise with colleagues when appropriate.

· Ability to develop and sustain relationships with both internal and external customers.

· Ability to construct effective written communications, including letters and reports.

· Confident and effective telephone skills.

IT Skills:
Essential:
MS Word

MS Excel
MS Outlook

Accurate data input skills

Agreed by

Employee:





Supervisor/Line Manager

Date:






Date:

