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AmTrust International – Role Profile 


	1
	Job Title
	 Credit Management Analyst

	2
	Committee Roles[footnoteRef:1] [1:  If none, record none] 

	


	3
	Reporting Line
	
Direct Line Manager
Credit Control Team Leader

Indirect (dotted) Line Manager
N/A


	4
	Direct Reports 
	N/A


	5
	Key Stakeholders
	
Finance
Underwriting
Claims
Wider Operations Dept


	6
	Applicable Conduct Rules
	
Individual Conduct Rules
1. You must act with integrity.
2. You must act with due skill, care and diligence.
3. You must be open and cooperative with the FCA, the PRA and other regulators.
4. You must pay due regard to the interests of customers and treat them fairly.
5. You must observe proper standards of market conduct.


	7.
	
Date Reviewed & Agreed by Line Manager & Post holder 

	Jane Butler – 26/09/2025











Position Overview

The Credit Management Analyst will process premium receipts received from Third Party Administrators (TPA’s). . They will ensure timely payments are made in relation to claims and track and manage premium receipts in line with TPA credit terms, following up on outstanding payments where necessary. They will reconcile cash as it is received, working with the UW and Finance teams.

Essential Job Functions:

· Reconciliation of data and cash received, raising any queries and following up with relevant internal or external parties
· Initiate prompt receipt and payment of bordereaux within agreed credit terms and following up on any overdue amounts in a timely manner.
· Monitor and pursue due and overdue settlements.
· Reconcile unallocated cash on a monthly basis liaising with Finance Dept where necessary.
· Regularly update team trackers to monitor cash receipts.
· Assist in the production, distribution and follow up of operational and risk reports as requested by the Management team
· Adhere to the laid down policies and procedures within the Company and group in accordance with SOX, raising any issues with the Head of Business Operations
· Contribute to the overall success of the Company through active and positive contribution to the strategic directions taken
· Working alongside underwriters and analysts, reviewing data for accuracy

Qualifications, Experience, Competence:
Qualifications/ Experience 


· 2-3 years administration experience in a Finance environment, preferably within the Insurance industry.
· Proven experience of working with numbers and analysing large amounts of data with a high level of attention to detai

Functional/Technical Competencies 

· Strong Excel skills – proficient with VLookups and Pivot tables
· Competence with Microsoft Word and Outlook
· Ability to work under own initiative and as part of a team
· Good communication skills, ability to build and maintain relationships with all internal departments and Third Party Administrators
· Excellent time management and ability to meet month end deadlines

Core AmTrust Behavioural & Professional Competencies (Management) 

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 all our customers are treated fairly and receive good outcomes in accordance with our regulatory requirements.
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.
AmTrust Values: Able to demonstrate and role model AmTrust’s values: Excellence, Innovation, Integrity, Responsibility, Inclusion and Teamwork.
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