Job Description: Underwriting Operations Assistant
Location: London, UK
Employment Type: Full-time, Hybrid

Company Overview:
We are a dynamic and fast-growing Managing General Agent (MGA) specialising in a diverse range of insurance products. As we continue to expand, we are looking for a proactive and detail-oriented Underwriting Operations Technician to join our team. This is a fantastic opportunity for someone passionate about client service and eager to work at the heart of the insurance industry. If you enjoy supporting underwriting operations and ensuring seamless business processes, we’d love to hear from you. You’ll collaborate with underwriters, brokers, and other key stakeholders to deliver exceptional service and contribute to our ongoing growth.
Roles & Responsibilities:
· Support the underwriting teams in delivering a high quality service 
· Enter risk and policy data into the relevant operating systems within defined Service Level Agreements
· Issuing policy documentation, producing and checking slips and endorsements within defined Service Level Agreements
· Ensure all documentation is saved within the relevant management storage folders
· Reviewing and resolving queries around receipt of claim premium
· Undertake peer reviews and quality assurance checks within defined Service Level Agreements
· Maintain close communication with brokers to obtain client information, resolve queries, and ensure compliance with Service Level Agreements
· Ensure all tasks are completed for month-end and close
· Attend team meetings to build and maintain internal relationships and continued understanding of the business
· Assist with training of new team members when required
· Take ownership of identifying inefficiencies within operations and leading transformation initiatives to drive efficiency and effectiveness within the team.
· Proactively identify, address, and rectify any operational errors to maintain the integrity of data and processes.
·  Any other ad-hoc duties allocated by the Operations Manager


Skills & Experience:
· Previous experience working in an insurance environment is preferred, but not essential
· Highly organised and able to manage multiple tasks efficiently, ensuring attention to detail and accuracy.
· Strong analytical and problem-solving skills, with the ability to handle complex queries and find effective solutions.
· Excellent written and verbal communication skills, able to collaborate with various stakeholders.
· Able to work within a team environment, supporting colleagues to meet business objectives.
· MS Office – Excel, Word and Outlook
· Expected to undertake training/progressing through designated training courses
What We Offer:
· Hybrid Working
· Negotiable salary depending on experience
· Stakeholders company pension
· Opportunities for career development and growth within a supportive and innovative team.
