
 
Concorde General Agency, Inc. has a full-time, Underwriter opportunity in our Personal Lines 
Department. The successful candidate is an enthusiastic and energetic person who delivers an 
exceptional customer experience in a fast-paced environment. Must be able to work independently 
while supporting the overall Personal Lines Team and Team Concorde as a whole. 
 
KEY RESPONSIBILITIES:     
 - Manage assigned Personal Lines programs where Concorde does not have binding authority while 
maintaining a strong knowledge base on all Personal Lines products to meet the needs of our Trusted 
Partners.  
- Review applications to qualify risks for the appropriate program and maintain a profitable book of 
business within assigned programs.  
- Work closely with our Trusted Partners to educate agents on program guidelines and help them 
write business by actively developing the account and verifying program acceptability.  
- Follow-up with agents/carriers on information requests to ensure timely processing of applications.  
- Field and respond to inquiries and requests from our Trusted Partners to enhance their experience. 
- Make outbound calls and utilize both market intel and relationships to consistently ask for accounts. 
- Collaborate with Sales & Engagement team members to continuously engage our agencies and stay 
top of mind. 
- Ensure continued compliance with binders and endorsements; support carrier audits as required. 
- Other duties as assigned. 

 
DESIRED SKILLS, KEY COMPETENCIES and EXPERIENCE:  
- Bachelor’s degree preferred but will consider equivalent combination of education and experience.  
- Minimum 3 years of insurance industry experience required.  
- Previous account management, underwriting or agency experience is required.  
- Industry license or designation(s) desired.  
- Ability to provide friendly service to handle inquiries from our Trusted Partners and team members.  
- Must have a high level of problem-solving and organizational skills and be a positive team player.  
- Excellent multi-tasking, interpersonal and communication skills.  
- Precise in composing and proofing materials, establishing priorities and meeting deadlines.  
- Ability to understand insurance basics to expand understanding of agent and customer needs and 
enhance phone and email support for Personal Lines coverage lines.  
   
We offer a flexible work environment, competitive pay and benefits, including medical, dental, vision, 
life and long term disability insurance, sick time and paid time off, paid holidays, Retirement/401(k) 
with company match, Flexible Benefits, AFLAC supplemental coverages, Volunteer time off, Identity 
Theft protection, Wellness benefits, Bonus programs and Profit Sharing program, talent development  
and education assistance, peer to peer recognition, professional/industry designation programs and 
reimbursement and more!  
 
We are an Equal Opportunity Employer. We do not discriminate because of age, color, disability, 
gender, genetic information, national origin, race, religion, sexual orientation, or other legally 
protected characteristics.  


