Area risk insurance management agency in Bloomington, IL is currently seeking service-oriented professionals with excellent customer service skills and the ability to provide solid administrative and technical support.  Job responsibilities include:

· Processing service provider billings for payments; entering claims data; providing information for routine inquiries, referring information, and taking messages; assisting in developing policy and procedure manuals; preparing correspondence, documents and reports from rough draft or dictations; general editing; distributing and managing records, documents, and reports including OSHA, loss prevention, survey requests, safety bulletins, and newsletters.
· Meeting and presentation preparation including organizing materials, supplies, equipment, and refreshments; setting up and tearing down meeting rooms, and running reports.
· Administrative support including ordering supplies; delivering, distributing, and sorting mail; assisting staff with special projects and tasks; various duties as assigned.
· Managing Norstar phone system, screening calls, providing information on routine inquiries, and taking necessary information and relaying to appropriate person.
· Assisting with facility management.

Qualifications include:
· Ability to work with direct supervision and closely follow procedures to complete assigned tasks.
· Communicating and relating professionally with peers, management, vendors, and Members.
· Computer proficiency with MS Office including Word, Excel, Outlook, and PowerPoint.
· Excellent time management, organization, and detail-oriented skills.
· Solid grasp of the business English language including spelling and grammar; must be articulate and well-spoken.
· High school education and/or business-related coursework.  
· Previous claims knowledge and experience with the ability to identify various issues and take the appropriate action in routing to proper person or department for resolution.

This dynamic organization values their employees and provides excellent benefits, advancement opportunities, and industry experience.  In return, they expect 110%, unwavering work ethic, and a passion to learn!
Interested candidates may email their resumes to trish.trainor@todays.com. 
