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AmTrust International – Role Profile/Job Description 




	1
	Job Title
	BDX Processing Team Lead

	2
	Function & Business Unit  
	Specialty AIU

	3
	Location 
	Dublin 

	4
	Direct & Indirect 
Reporting Line
	Direct Line Manager

Chief Operating Officer

Indirect (dotted) Line Manager

Operations Manager 


	5
	Direct & Indirect Reports 
	Direct Reports

BDX Processor(s) / Senior BDX Analyst(s)

Indirect (dotted) Reports

None

	6

	Committee Roles

	Chair

· None

Member

· None

	7
	Key Stakeholders
	Underwriting team 
Claims Team
Finance team 
Credit Control team 
Compliance & Risk 
External TPAs and MGAs 
Brokers and Coverholders 
Senior Operations Management
Change / Project teams

	8.
	
Last Review Date

	May 2026





Position Overview

The BDX Team Lead is responsible for overseeing the end‑to‑end processing of premium and claims bordereaux (BDXs), ensuring the timely, accurate, and compliant submission, validation, and posting of data from TPAs, MGAs, and coverholders. The role provides leadership to the BDX processing team and acts as the primary escalation point for complex premium, claims, and financial data issues.

The role works closely with Underwriting, Claims, Finance, Credit Control, and IT, supporting month‑end close, financial and claims reporting, and maintaining strong operational controls.

The role also supports the testing, implementation, and stabilisation of a new system impacting premium and claims bordereaux processing, ensuring business readiness, data accuracy, and smooth transition from existing processes.


Essential Job Functions

· Lead and manage the day‑to‑day activities of the BDX team, covering premium and claims BDX processing. 
· Ensure timely receipt of premium and claims bordereaux in line with contractual Terms of Trade (ToT). 
· Proactively chase and escalate late or missing BDXs with TPAs/MGAs and internal stakeholders. 
· Review and validate BDX data for accuracy, completeness, and compliance prior to system posting. 
· Oversee correct posting of: Premiums, commissions, and IPT/taxes. Claims paid amounts, reserves, recoveries, and movements
· Perform and oversee conformance checks for both premium and claims BDXs. 
· Act as the main escalation point for complex data, financial, or claims‑related discrepancies. 
· Liaise closely with the Claims team to resolve issues related to claims bordereaux, paid claims, reserves, and variances. 
· Coordinate BDX activities to support month‑end and quarter‑end close. 
· Prepare and distribute reporting on outstanding, late, or non‑conforming premium and claims BDXs. 
· Support audits, internal controls testing, and regulatory reviews. 
· Identify and implement process improvements across BDX workflows. 
· Provide business support for new system testing, including User Acceptance Testing (UAT) for premium and claims bordereaux processes. 
· Validate outputs from the new system to ensure data integrity and alignment with existing controls. 
· Work closely with IT, Finance, and Claims to log, track, and resolve system defects. 
· Support go‑live readiness, transition activities, and post‑implementation stabilisation. 
· Ensure compliance with AmTrust policies, procedures, and regulatory requirements. 
· Complete mandatory and role‑specific training and CPD requirements for self and direct reports. 
· Conduct performance reviews, objective setting, and development planning for direct reports. 
· Undertake additional duties as required to meet ongoing business needs.


Qualifications, Experience, Competence
Qualifications

· Qualification in insurance, finance, or business (desirable). 
· Professional insurance qualification (e.g. APA, CII) – (desirable). 



Experience 

· Proven experience in premium and/or claims bordereaux processing within the insurance industry (essential). 
· Experience working with TPAs, MGAs, and coverholders (essential). 
· Experience handling claims data, paid claims, and reserves via bordereaux (essential or strong desirable). 
· Previous experience in a senior, lead, or supervisory role (desirable). 
· Experience supporting system changes or implementations within insurance operations (desirable).

Functional/Technical Competencies 

	· Strong technical understanding of premium and claims BDX processes. 
· Knowledge of insurance premiums, commissions, IPT/taxes, claims payments, reserves, and adjustments. 
· Experience with SR or similar insurance/claims systems (desirable). 
· System testing, UAT participation, and data validation experience (desirable). 
· Advanced Excel and reconciliation skills. 
· Strong organisational, analytical, and problem‑solving abilities. 
· Excellent communication and stakeholder management skills. 
· Ability to work under pressure and manage competing priorities.

Core AmTrust Behavioural & Professional Competencies (Management) 

Leading Others: Leads by example; enables and empowers the team to perform at their highest level through establishing clear objectives and providing meaningful direction; ensures everyone understands their part in achieving department and business goals; facilitates delivery and supports the removal of barriers; engages in regular two-way dialogue and provides regular and candid feedback and coaching; is fair and consistent in the management of the team; promotes equality and opportunity; recognises contribution and celebrates success; fosters a positive and high performing environment.

Business Acumen: Understands core insurance principles and the terminology and practices of the business as appropriate to their role; ensures that their team understands the connection between their own work and other areas of the business; is aware of external industry and environmental factors and the impact that these may have on the organisation; is innovative in outlook and determines the appropriate risk and reward balance in driving meaningful business results.

Relationship Management & Customer Focus: Builds and maintains strong internal and external customer and other strategic/provider relationships; effectively identifies and considers customer needs while balancing business needs; makes decisions that add value for the customer; ensures responsibility for and delivery against agreed service levels and commitments; strives to deliver excellence and innovates to deliver solutions; ensure that that all our customers are treated fairly and receive good outcomes in accordance with our regulatory requirements.

Risk Management:  Is able to identify, prevent and / or mitigate through effective controls or timely remedial action common areas of business risk for their functional or business area; establishes and maintains an appropriate control environment; ensures the timely reporting of any risk related matter to the appropriate party; takes responsibility for and drives 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 and transparent agendas; adapts style and messaging appropriately; seeks out and listens to the opinions of others; promotes an inclusive culture that values diversity.

Continuing Professional Development: Proactively keeps up to date with regulatory and professional changes; ensures that both they and the team maintain the required knowledge and skills to perform in post and undertake all required / mandatory training; encourages and facilitates an environment of continuous learning and self-improvement; puts measures into place to ensure annual Continuing Professional Development (CPD) obligations are achieved as appropriate to both self and team.

AmTrust Values: Able to demonstrate and role model AmTrust’s values: Excellence, Innovation, Integrity, Responsibility, Inclusion and Teamwork.


Core AmTrust 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 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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