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	Job Title
	UNDERWRITER

	Reporting to
	Director of Underwriting

	SMCR/CERT role
	N/A

	Department
	Underwriting

	Revision Date
	29th September 2022


Position overview
Development of pricing proposals in line with the binding authority agreements. Supporting in the relationship of third-party capacity providers for the provision of pricing and all general underwriting matters. This will include service and delivery in relation to Group generated business across all Arc offices including Colchester, Brierly Hill & Cardiff.

Essential Job Functions
Pricing – new scheme business
· Development of pricing proposals for new scheme opportunities which are presented by the Commercial and Product teams, in line with target loss ratios
· Work in collaboration with and liaise with the Commercial team on new scheme opportunities / requesting further information to consider proposals
· Providing guidance to the Commercial team on preparing underwriting papers 
· Referral of pricing proposals and underwriting papers to underwriters/capacity providers where they fall outside the terms of our binding authority agreements
· Where referrals are necessary, ensuring our systems and records are updated as the status of quotes develop / are signed off by underwriters
· Liaising with underwriters in the provision of information to assist them in agreeing proposals
· Periodic review of underwriting paper templates, TCF scorecard to ensure suitable for use
· Assisting the wider group in the production and refresh of pricing models as required
· Support in the development of the quote system with the integration of new business
· Implementation of any changes in process agreed with underwriters effecting pricing
· Assisting the Director of Underwriting in proactively identifying any scope for improvements in current pricing process and implementing those changes. 

Pricing – existing scheme renewals
· Review the performance of existing scheme business to a set monthly, quarterly, bi-annual, or annual schedule as appropriate 
· Develop renewal terms for all live scheme arrangements, providing written evaluation and justification of new terms
· Recommend renewal terms to the Commercial team and support the Commercial team with renewal submissions / presentations as appropriate
· Attendance of team meetings to discuss, debate and evaluate large renewal proposals
· Develop strong relationships with key business clients

Underwriter Relationship
Supporting the Director of Underwriting in our day-to-day relationship including:
· Submission of referrals to underwriters/capacity providers where they fall outside the terms of binder authority and ensuring internal referral logs are updated
· Engagement in negotiations with underwriters to agree and vary terms of binding authorities 
· Submission of profit share requests and calculations to Underwriters as requested/prepared by the Commercial team
· Attendance of regular conference calls with underwriters/capacity providers and updating internal referral logs with key updates
· Attendance of quarterly underwriting review meeting and actioning requests as appropriate
· Actioning requests for management information from underwriters
· Liaising with / obtaining sign-off from underwriters over variations to template policy wording where impact to underwriting exposure
· Assisting with external underwriting audits and providing information and documentation as required
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· Ensuring all correspondence is clearly saved down creating a clear audit trail 
· Other duties and responsibilities as may be set in agreement with the Group Senior Management/Directors
· Ensuring all duties are carried out in accordance with company procedures and FCA regulations
· Acting in the capacity of a Competent Advisor and complying with the conduct of business rules set by the regulator
· Ad-hoc project work
· Maintain secure, efficient and accurate filing systems in accordance with agreed procedures
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Key Performance Indicators
Firm’s Objectives:

Arc Legal Assistance is one of the UK’s leading providers of legal expenses insurance. Our business model for legal expenses insurance involves outsourcing the legal conduct of claims to top quality law firms. An over-riding principle is maintaining high standards of honesty and ethics in all that we do. Other key elements of our business objectives include: 

· Provision of market leading products and services
· Service excellence, technical expertise, rapid response and clear and straightforward communications
· Investment in systems and infrastructure to support all areas of the business
· Strong financial management and close control of costs
· Ensuring profitability for Arc and our commercial partners 
· Treating customers fairly 


Experience and Competence

Essential
· 3-5 years previous Underwriting Experience
· Excellent excel skills & analytical skills (including pivot tables)
· Excellent attention to detail
· Excellent verbal and written communication
· Excellent organisational and time keeping skills
· Confidence to own tasks without supervision
· Confident decision-making skills
· Experience of using all Microsoft Office programs
· Minimum of 5 GCSE’s (or equivalent) at A-C grades including English and Maths
· Ability to travel between business locations including travel between Brierly Hill, Colchester and Cardiff

Desirable
· Knowledge of Legal Expenses
· Insurance Diploma or certification


Core Behavioural & Professional Competencies (Employees)

Results Driven: Displays energy, determination, and a sense of urgency to get the job done; understands the importance of meeting deadlines to achieve objectives; takes responsibility for organising own workload to ensure goals are met; identifies barriers or issues that might impact adversely on getting the job done and is proactive and innovative in resolving problems and finding solutions; strives for excellence.

Adaptable & Open to Change: Demonstrates a willingness to adapt and change according to circumstances; is able to comfortably handle ambiguity and changes in priorities; identifies the requirement to demonstrate flexibility for the wider benefit of the department and the business; supports change and the drive to continuously improve.

Relationship Management & Customer Focus: Builds and maintains strong internal and external customer and other relationships as relevant to role; is able to effectively understand and support customer needs while balancing business needs; takes responsibility for meeting agreed service levels and other commitments.; strives to deliver excellence and innovates to deliver solutions; ensures that everything that they do complies with all Treating Customers Fairly (TCF) principles.

Risk Management: Is able to understand and identify common types of business risks for their functional or business area; actively supports the maintenance of an effective control environment; takes timely remedial action as may be required to prevent or minimise loss; proactively escalates risks to the appropriate party; supports continuous improvement in the management of risk.

Collaboration: Demonstrates respect and integrity in all collaboration with others; works with rather than competes with others in the business to achieve company goals; builds trust through open communication; adapts style and messaging appropriately; seeks out and listens to the opinions of others; supports team building and an inclusive culture that values diversity.

Continuing Professional Development: Proactively keeps up to date with regulatory and professional changes; maintains the required knowledge and skills to perform in post and undertakes all required / mandatory training; ensures that annual learning and development plans and Continuing Professional Development (CPD) obligations are achieved.


NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as negotiated to meet the on-going needs of the organisation.
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