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Client Manager

Title:						Client Manager		
Department:				Client Services
Reports to:				Manager of Client Services
Employment Status: 	Full-time/exempt
Regular Hours:			8:00 am – 5:00 pm


Apex Benefits is an independent group benefits brokerage & consulting firm.
Job summary
Manages and coordinates client service activities as the primary contact for retention and growth of group business accounts.  Typical group size is 25 – 500 employees.  Provides outstanding customer service, effective process management and consultative analysis working in collaboration with a Client Advisor.
Summary of essential job functions/responsibilities
· Implement and setup new clients according to established Best Practices at Apex Benefits
· Organize and prepare material for client meetings to be presented by Advisor or Client Manager
· Assist with development of client’s short and long range planning strategies and goals
· Monitor client’s goals from inception through renewal via execution of the Apex Benefits Service Cycle
· Actively seek opportunities to develop additional lines of coverage for existing clients 
· Manage communication, product placement and carrier relations through the renewal process
· Work with chosen vendors setting up client programs timely and efficiently, ensuring that all necessary paperwork is complete and accurate
· Work with Advisors and internal staff to insure superior retention results
· Nurture excellent client relations and consulting best practices regarding client problem resolution and facilitate carrier/client relations
· Create and maintain both paper and electronic files with client appropriate documentation including tracking the receipt of appropriate contracts, agreements, reports and reviewing them for accuracy
· Documenting customer service notes and action items in our internal database
· Supporting the completion of 5500 and other legislative plan requirements for clients
· Provide client summaries to Apex Benefits leadership
· Adhere to standards of quality established by Apex Benefits
Minimum requirements
· Proven ability to be collaborative with strong multi-tasking skills
· Have a minimum of 3-5 years prior employee benefits account management experience with a focus in sales; connectivity to or background in Human Resource is a plus
· Hold appropriate state insurance licenses
· Able to provide superior customer service 
· Ability to employ strong, effective problem solving skills 
· Possess proven listening and discovery skills 
· Have strong organizational, time management and analytical ability
· Must have ability to write and orally communicate in a professional manner
· Ability to participate in key sales presentations and provide assistance to the sales process.
· Must have a positive attitude, strong work ethic, and be goal oriented
· Be a self-starter with the ability to work productively and proactively without supervision
· Be a team player who contributes positively to the client management team effort and is willing to help other teammates when needed
· Capable of maintaining confidential information
· Able to respond to change positively and handle other essential tasks as assigned
· Must be proficient in Word, Excel, along with project and database management
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
