Insurance Transcriptionist

Reports to: 




Department:
Classification:




Division:
Date: 





Approved:

Job Function:

To transcribe dictation from tape and produce high quality letters, memoranda, documents, and in-company reports which enhance the reputation of the agency. 

Essential Functions:

1. Transcribes dictation from principals and agency manager into letter or report form using a computer word processing program. Reproduces the required number of copies. Mails copies after review and signature of principal.

2. Operates optical scan recognition machine to enter corporate text or insurance industry technical information into local computer data bank.

3. Prepares layout and material for clients' quarterly newsletter as provided by the agency manager, corporate public relations department, and principals at the agency. Makes additions and deletions to agency mailing list and arranges for printing of newsletter. Runs updated mailing labels for print-and-mail vendor.

4. Performs clerical duties in office such as answering telephone and sending and receiving faxes and telexes.

Additional Responsibilities:

May sub for receptionist-switchboard operator during lunch and break periods.

Qualifications:

1. Knowledge of leading software packages and typing skill, with accuracy, of at least 60 words per minute. 

2. Willing to work overtime as necessary, depending on volume of work in agency office, to meet mailing deadlines.

3. Work requires a sitting position for most of eight hours.

4. Knowledge of insurance industry terminology helpful.

