UTAH ASSOCIATION OF INDEPENDENT INSURANCE AGENTS
JOB DESCRIPTION FOR ADMINISTRATIVE ASSISTANT

GENERAL DESCRIPTION

Assist the executive director with his duties in all areas of association management. Also, assist
the president, officers, and the board of directors with their respective assignments. Respond to
the needs of all members. Promote the association and the products and services available to
members. Must be able to maintain the office when the executive director is attending national
meetings, and away during the legislative sessions. Job also requires strong written and oral
communication skills, excellent organizational skills and flexibility, with self-motivation.

EDUCATIONAL PROGRAMS:

Arrange for instructors, schedule meeting rooms, make up and send registration forms. Receive
registrations and monies. Apply for CE credit with state insurance department. Monitor CE
classes. Make necessary arrangements with instructors for AV requirements, printing needs, etc.
Follow up includes attendance verification and sending a final report to the Utah Insurance
Department.

MANUALS

Order manuals and related study materials. Keep track of inventory and handle incoming calls
looking for pre licensing material or information. Selling books and taking credit card/check/cash
payments as people walk in or phone in orders.

PUBLIC RELATIONS

Researching situations or questions to find answers or resources and always promoting
association and member benefits to both members and non-members. Assisting the public with
questions or concerns they have i.e. who to call for a particular type of coverage, referral for an
agency, complaints about their agent or company, high risks looking for insurance, etc.

MEMBERSHIP

Membership dues collection and solicitation letters for agency and company members. Mailing of
thank you letters to new members. Keep track of agency and associate members. Send
solicitation letters to non-members several times a year.

DIRECTORY

Periodically collect data for, and publish a membership directory. Constant updating of directory
when members require a change.

NEWSLETTER

Some input on content and proofreading newsletter. Make up flyers that may be included in
mailings. Take copy to printer. Label envelopes and stuff newsletters. Sort and bundle mail
according to USPS requirements. Take mailings to bulk mail post office.

ERRORS AND OMISSIONS INSURANCE

Support E & O in house marketing representative. This includes sending and receiving renewal
applications, quotes, renewal endorsements, etc. Help members with questions regarding their
policies or members/non-members interested in the E&O program. Send reminder letters to
insured’s needing to attend a loss control seminar for premium credit.






