JEWELERS MUTUAL INSURANCE COMPANY
POSITION DESCRIPTION
POSITION TITLE: 

Commercial Lines Underwriting Manager 
DEPARTMENT: 

Commercial Lines
SALARY GRADE:

E14
REPORTS TO: 

VP Commercial Lines
POSITION SUMMARY 
Manages and coordinates the day-to-day activities of the Commercial Lines department by performing the following duties.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.
Coaches underwriters, staff underwriters, associate underwriters, production manager and/or customer relations specialists to assist them in their professional development.
Instills an underwriting philosophy and approach, which generates business from our agent without compromising the pricing and acceptability of accounts.
Develops and implements adjustments to corporate underwriting standards and philosophies.
Monitors quality of Commercial Lines department to insure conformance with corporate underwriting philosophy and to take advantage of developmental opportunities.
Assists VP of Commercial Lines on developing and implementing departmental actions to support corporate objectives.

Reviews and grants approval for files exceeding established underwriting authority limits.
Assists the VP with placement of facultative reinsurance and the monitoring of our capacity in risk units.
Participates in conducting performance evaluations for subordinates, including preparing and/or reviewing a development plan for each person, which will enable each to reach maximum potential.
Maintains harmony among subordinates and resolves grievances.
Creates and maintains an excellent working rapport with agents, the claims department, the loss prevention department, the sales/marketing department, legal department, financial services department and information services.
Other duties as assigned
PRINCIPAL WORKING RELATIONSHIPS 
Internal:
All Departments
External: 
Sales staff, policyholders, inspectors and adjusters
SUPERVISORY RESPONSIBILITIES 
Directly supervises commercial underwriters staff underwriters, associate underwriters, production manager and/or customer relations specialists 
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION AND/OR EXPERIENCE 
Bachelor's degree (B. A.) from four-year college or university; five or more years related experience and/or training; including demonstrated success in supervisory management; or equivalent combination of education and experience.
COMPUTER SKILLS
Demonstrated proficiency in Microsoft suite of applications including Word, Excel, Outlook and Access.  
CERTIFICATES, LICENSES, REGISTRATIONS 
Insurance related education through the American Institute for Chartered Property Casualty Underwriters; attainment of CPCU designation preferred or a goal.
Wisconsin resident's insurance license and other state insurance licenses as required; state required continued education or other related insurance education/courses.
OTHER REQUIRED SKILLS AND ABILITIES
Planning and Organizing
· Approaches their work in a structured, systematic way.
· Stays focused and manages time well in the face of distractions and interruptions.
· Effectively organizes and prioritizes workload to meet demands of the department/team.
· Manages meetings effectively.
· Effectively delegates tasks to increase productivity and develop staff.
Developing Others
· Coaches employees and helps them improve overall work performance.
· Puts people in challenging learning situations, specifically to build skills.
· Meets with each direct report on a regular basis to talk about their development goals.
· Takes the time to share job-related knowledge.
· Provides support and guidance to employees to ensure their ongoing development and success.
· Ensures that individuals have the training and preparation they need to perform their jobs to the highest level.
· Establishes an environment that encourages employees to take ownership of their jobs.
Performance Management
· Holds staff accountable for setting and achieving goals as part of the Performance Appraisal process.
· Provides clear expectations for staff.
· Provides performance feedback in a timely manner.
· Addresses individual performance issues to correct behaviors, attitudes, or actions.
· Recognizes individual accomplishments and successes.
· Reviews employee performance in a fair and consistent manner.
· Conducts Performance Appraisal discussions on a timely basis.
Decision Making
· Involves those that will be affected by the decisions in the decision-making process.
· Analyzes relevant data and information when making decisions.
· When making decisions, challenges conventional ways of doing things to improve organizational performance.  
· Makes decision without undue delay.
Integrity
· Sets a strong example of integrity, fairness, and ethical behavior.
· Communicates honestly with people at all times.
· Accepts responsibility for his or her actions.
· Follows through on commitments made to others.
· Can be trusted with confidential, sensitive information.
· Willingly admits mistakes and lessons learned from experience.
Relationship Building
· Builds collaborative relationships with others to achieve goals.
· Demonstrates cooperation within and across teams/departments.
· Makes necessary compromises in the best interest of furthering team/organizational goals.
· Shows support for other’s decisions and actions.
· Maintains productive relationships with others despite past disagreements and/or conflicts.
· Builds trust through fostering open communication.
· Eliminates boundaries that impede the flow of work and information between departments or teams.
CORPORATE COMPETENCIES                  



· Embraces the JM Vision:  Envisions the future by imagining and embracing all exciting, compelling and credible possibilities.  Able to focus attention on the goals, recognizing risks and opportunities that will ultimately lead to the achievement of the Vision.  The Vision guides all communications and actions.
· Promotes Teamwork:  Works collaboratively with co-workers and contributes to positive intra- and inter-department relationships.  Leads co-workers to act on customer objectives and needs, achieving consensus on decisions and actions.  
· Provides Superior Customer Interaction:  Courteously considers the desires and needs of internal and external Customers.  Continuously aware of problems and improvement opportunities and acts accordingly to improve processes and service.  
· Motivates and Empowers People:  Recognizes and reinforces positive behaviors and attributes on a personal level and among colleagues.  Encourages widespread participation in productive activity.  Encourages others to express and pursue alternatives to achieve the desired results.  
· Acts with Responsibility:  Acts in an accountable and responsible way.  Takes ownership of the problem and looks for a solution.  Holds self and others accountable for actions and commitment in meeting business objectives.  
· Understands the JM Business and Stakeholders Needs:  Understands Jewelers Mutual Vision, business objectives and business drivers; knows how to get things done.  Understands the needs of internal and external Customers in order to shape and implement strategies, plans, and activities to meet those needs.  
· Manages Change:  Takes and encourages actions that are new and improves existing approaches, processes and systems.  Recognizes, understands and leads during times of change, even when there is uncertainty, ambiguity and/or adversity.  Appropriately takes actions individually, in collaboration with others and at others’ request to facilitate change.   
FUNCTIONAL COMPETENCIES                  
· Problem Solving:  Works on own and collaborates with others, internally and externally, to analyze and solve problems and make related decisions in routine and complex situations using proven, effective and systematic processes and tools to identify facts, issues, risks and options available.  Sets priorities and creates actions plans.  The decisions, actions and results are consistently effective and meet the needs and goals of both JM and its customers.
· Communication:  Expresses ideas clearly to inform and persuade in writing, verbally and through use of the computer using appropriate content and technical terminology adjusted for the characteristics and needs of the specific customer.  Effectively communicates coverages and pricing to all customers in regard to the products they need.
· Knowledge of Industry Regulations:  Understands global, federal and state regulations including key issues and trends affecting the insurance industry and how they will impact JM’s business operations.  Pursues and maintains knowledge base through continuous learning and education.
· Achieving Quality and Excellence:  Demonstrates excellence by optimizing efficiency without sacrificing quality.  Continuously analyzes and improves JM processes so that our performance standards effectively meet our stakeholders’ needs.
· Analytical Skills:  Deals with and thinks about complex or new issues using a critical and “out of the box” approach to solving problems by questioning assumptions, challenging the status quo and including information from multiple sources.  Sorts through information and makes sound judgments and decisions on the issues at hand and follows through and monitors the results adjusting guidelines as necessary.
LANGUAGE SKILLS 
Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.
REASONING ABILITY 
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly required to talk and hear.  The employee frequently is required to sit.  The employee is occasionally required to stand, walk, and reach with hands and arms.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, and ability to adjust focus.
WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
The noise level in the work environment is usually moderate.  Travel under 20% may be required.
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