Open Position: Operations Associate
Location: Hybrid

Job Type: Full-Time

Starting Salary: $45,200-$67,700

Massachusetts Property Insurance Underwriting Association is looking for a Operations
Associate to join our Operations department. This position reports to the Operations Supervisor
and has no supervisory responsibilities.

This position is responsible for the processing of underwriting tasks within assigned limits and
assisting in the day-to-day functions of the mailroom.

JOB REQUIREMENTS:

This position requires a high school diploma or equivalent. It further requires the ability to work
in a deadline-oriented environment under stressful conditions. Strong verbal and written
communication skills are needed to communicate with colleagues, clients and/or vendors and an
ability to express ideas and concepts clearly is required. Must have a willingness to work as part
of a team, sharing information and learning from colleagues. Strong analytical skills and a high
level of accuracy and attention to detail are crucial. Must be able to work independently, have
computer proficiency and maintain confidentiality.

e Collect, sort, time stamp and deliver all incoming mail (including checks and personal
mail) to respective Association divisions daily.

Separate, prepare and scan incoming mail

Responsible for indexing applications and endorsements into the appropriate workflow.
Reviews and submits new business applications through the exception portal.
Processes policy changes (mortgage change requests) up to assigned policy limits.

Processes policy cancellation requests

e Collect outgoing mail at various intervals throughout the day and weighs, sorts and
stamps each piece.

e Separate outgoing mail requiring special handling per departmental policies, including all
Legal and Financial department mail.

e Hand deliver mail requiring special services (cancellations, overnight packages, certified
mail) to post office daily.

e Prepare all oversized envelopes and boxes for UPS shipment.

e All other duties and projects as assigned.

ACTIVITIES REQUIRED TO PERFORM ESSENTIAL FUNCTIONS:

To complete the essential functions of this position in a complete and timely fashion, the person
must be able to:



e Frequently exert up to 50 pounds of force when carrying, lifting and moving supplies.
Occasionally require climbing, stooping, crouching, grasping, balancing, reaching and
lifting.

e Needs to occasionally move about the office to access documents, office machinery,
interact with team members, attend meetings, etc.

e Operate a computer and other office productivity equipment as needed to meet the
requirements of this position.

e Read and create both physical and electronic documents.

e Effectively communicate with employees, customers, vendors, and other internal and/or
external business partners on the telephone, in writing and in person.

e Think analytically, concentrate on assigned tasks, observe, and remember detail, and
make decisions sufficient to meet the requirements of this position.

We offer an excellent benefits package, a matching 401(k) program, pension program, and we
are conveniently located in Government Center.

For more information about Massachusetts Property Insurance, please visit our website at
www.mpiua.com. Interested applicants should send resumes via e-mail. We are an Equal
Opportunity Employer.



