Insurance Administrative Assistant

Johnson Insurance Group is a locally owned and operated independent insurance agency located in
Soldotna, Alaska, and we are growing! We are looking for an Insurance Administrative Assistant to join
our team!

The preferred candidate will be hard-working, reliable, upbeat and detail oriented.

Minimum Qualifications:

Proficient in Microsoft Office programs, including Outlook, Word and Excel
Computer skills and basic knowledge

Preferred minimum type speed of 60 wpm with little to no errors

Friendly personality with ability to establish rapport with customers
Positive, upbeat attitude with the ability to work in a team

Background check required

Job Duties:

Data entry with attention to detail

Prepare documents and mailings for client delivery

Electronic and paper filing and document management

Open and disperse daily mail and faxes

Maintain general office cleanliness

Manage office supply inventory

Follow agency checklists, policies, and procedures to ensure efficient and consistent document
management

Assist agency owners as needed

Other duties as needed

Already a licensed agent? We are also hiring a Property & Casualty Insurance Agent!

Sales background? We are willing to train the right candidate for outside sales and have opportunity for
seasoned insurance producers.

Visit our website at www.johnsoninsuranceak.com for more information on either position.

If you are interested in joining our team, please submit a resume and cover letter outlining your
experience, qualifications and career objectives. We offer competitive pay, opportunity for
advancement, and a fun business environment encouraging growth and balance for our employees.


http://www.johnsoninsuranceak.com/

