WE'RE

HIRING

Underwrltlng Support
Specialist

As an Underwriting Support Specialist, you will play a key role in supporting the underwriting and
policy issuance process by reviewing submissions, binding policies, and ensuring the accuracy and
timeliness of policy delivery. You will work closely with underwriters, producers, and internal teams
to ensure policies are issued and maintained according to underwriting guidelines and company
standards.
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P RIMES
INSURANCE SERVICE

You will collaborate across departments and contribute to a high-performance underwriting team by
maintaining efficiency, accuracy, and responsiveness. Performance expectations include meeting
service standards, supporting underwriting workflow, and enhancing operational effectiveness.

Preferred Qualifications & Skills

Job Responsibilities:

Process and issue binders using our in-house
policy management system.

Build and issue policies as per underwriting
guidelines.

Assist underwriters by reviewing and validating
underwriting documentation to ensure
completeness and compliance.

Respond to policy-related inquiries from
insureds, underwriters, and producers across
multiple lines of business.

Process motor vehicle reports (MVRs) through
LexisNexis for driver additions and verify
eligibility as per underwriting guidelines.
Collaborate with underwriting to confirm
coverage intent, apply appropriate forms and
endorsements, and finalize policy issuance.
Maintain accurate records by saving all
correspondence and policy documentation in the
electronic filing system.

Manage a high volume of underwriting support
tasks with precision and attention to detail.
Handle inbound service-related calls and emails,
resolving inquiries or routing to the appropriate
underwriter.

Prioritize and organize daily workload to meet
deadlines and service expectations.

continued on page 2.

Experience in commercial
insurance strongly preferred;
commercial auto knowledge is a
plus.

Prior experience supporting
underwriters or working in a policy
issuance or binding role is
beneficial.

Proficiency in Microsoft Office
applications (Word, Outlook, Excel,
Adobe).

Strong attention to detail with
proven ability to manage multiple
tasks and deadlines.

Ability to thrive in a fast-paced,
team-oriented environment.
Strong communication and
problem-solving skills.
Comfortable working with virtual
teams and collaborating across
locations.

High ethical standards and a
commitment to professional
integrity.

Eagerness to learn and
continuously improve technical
and underwriting-related skills.
Ability to travel to other office
locations if needed.
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Job Type & Location

Full-time — On-site Only

Work Locations: In-Person at our UT, IL, PA, or FL offices. This is an in-person position that
requires daily attendance at one of our office locations.

Salary Range

$21to $28 hourly

Benefits

Prime's benefit package includes options for Health, Dental, Eye/Optical, Life, Optional
Supplemental Life, and Optional Disability insurance, as well as a 401K Program with Generous
Employer Match, Paid Time Off (Accrued per Pay Period), and discretionary bonuses.

@ Send your resume & cover letter to:

Email: hr@primeis.com
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