
 
 
 
 

CLIENT MANAGER 
 
 
 
ABOUT OUTERBRIDE RISK ADVISORS  
 
OuterBridge is an independent, privately held, progressive insurance brokerage firm specialized in 
providing evidence-based risk solutions specifically catered to the various industry verticals that we 
specialize in. We believe that top talent is the lifeblood of our organization, and our openness to either 
in-office or remote work underscores our mission to attract the best, wherever they are geographically.  
 
Since it's inception in 2018, OuterBridge has rapidly expanded its market presence, and is proud to broker 
coverage for over $500M in property values collectively for our commercial clients.  
 
OuterBridge is looking for individuals that are interested in teaming with an organization that empowers 
them to help us grow, so that we can empower them to grow professionally with us. If you are hard-
working, self-motivated and engaging, we look forward to having a conversation with you. 
 
 
 
POSITION SUMMARY 
 
The Client Manager will be primarily responsible for the ongoing management of commercial and some 
personal lines clients, retention of new and renewal clients, and maintaining a partnership with the 
producer to support business development activities while upholding high service standards. This position 
is a salaried, full-time position, based out of either our physical office in Columbus, GA or remotely. The 
duties of this position include but are not limited to: 
 
➢ Maintains relationships with multiple insurance companies/MGAs to negotiate and obtain 

quotes, binders, endorsements, etc. 
➢ Manages established book of accounts. 
➢ Negotiates renewals for existing customers. 
➢ Maintains accurate records in our agency management system. 
➢ Obtains information and documentation from new and existing clients. 
➢ Resolves customer issues. 

 
 
 

 
 

 



ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
The following functions are to be performed in accordance with the agency policies and procedures and 
with the highest degree of ethical standards and confidentiality. 
 
➢ Manages accounts on a day-to-day basis alongside OuterBridge Producers, which include 

coordinating client services, answering questions, and resolving problems, which may arise; 
maintains timeliness and completeness when interacting with clients, agency and company 
personnel. 

➢ Negotiates and secures the most appropriate carrier coverage based upon client needs for new 
and renewal business and negotiating cost of those coverages; maintains ongoing relationships 
with carrier product managers. 

➢ Determines appropriate client service support for new and existing clients; responds to client and 
carrier inquiries, maintains and enhances the company’s relationships with existing clients by 
executing proactive and ongoing contact initiatives. 

➢ Makes decisions regarding the resolution of all moderate and complex customer service 
problems: researches and resolves coverage issues, audit issues, billing discrepancies in a timely 
manner. 

➢  Independently enters and maintains accounts/policies in our agency management system while 
maintaining a current suspense; reviews insurance policies and endorsements for accuracy; 
reviews contracts and certificate of insurance requests for compliance and response to insured. 

➢ Proactively maintains partnership with the Producer by keeping him/her informed of pertinent 
information regarding the accounts and provides support and assistance for the development of 
new business. 

➢  Solely responsible for ensuring all the terms and conditions of the insurance policies written by 
the insurance company are properly prepared and provides all of the coverage that was presented 
to the insured in our proposal. 

➢  Independently communicates subjectivities and exclusions for new and renewal business and 
document the difference in policy forms when comparing various quotes. 

➢ Uses specific industry training and knowledge to determine the needs of the client and identify 
cross-selling opportunities; expands/rounds-out existing accounts by identifying potential gaps in 
coverage, recommending and implementing proper coverage. 

➢ Researches and maintains industry knowledge of developing trends regarding carrier 
underwriting, appetite and pricing changes. Applies knowledge to negotiation of policies to 
provide best comprehensive coverage to clients. 

➢ Solely responsible for having an understanding of assigned accounts in order to give proper advice 
for changing situations, which may require modifications to existing coverage. 

➢ Prepare submissions for the marketing of accounts, provide support during the claim process, and 
prepare proposals, synopses, analyses, and special projects as requested. 

➢  Initiates renewal process and may conduct renewals in conjunction with the Producer. 
 
 
 
 
 
 



SKILLS AND ABILITIES REQUIRED 
 
➢ Excellent negotiation and communication skills: written, public speaking, and presentation 

preparation. 
➢ Professional composure and exceptional customer service skills, diplomacy, professionalism, 

and tact. 
➢ Detail-oriented, with the ability to plan, manage and oversee department operations. 
➢ Positively possess the ability to work independently, applying education and professional 

experience to achieve outstanding results. 
➢ A can-do mentality with an optimistic outlook and entrepreneurship spirit. 
➢ Ability to be resourceful, take initiative, solve problems, create solutions, and direct process 

improvements. 
➢ Thrives working with others in a fast-paced environment.   
➢ Adaptability and flexibility to proactively anticipate and address issues and client needs. 
➢ Exceptional time management skills and the ability to navigate demanding schedules, priorities, 

and volumes. 
➢ Ability to learn, adopt and train the use of technology systems and software applications. 
➢ Excellent at multi-tasking and flexibility to manage ever-changing priorities and deadlines. 
➢ Ability to forge relationships and build trust. 

 
 
EDUCATION AND EXPERIENCE 
 

➢ Minimum of 5 years of relevant experience in insurance client services and account 
management.  

➢ Property and Casualty Insurance experience required. 
 
 
CERTIFICATES, LICENSES, REGISTRATION 
 

➢ GA Property and Casualty Insurance license, or obtain within 3 months of hire. 
 
 
SUBMIT RESUMES to tcook@outerbridgera.com 
 
 
Disclaimer: This job description indicates the general nature and level of work performed by employees 
within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of 
all duties, responsibilities, and qualification required of employees assigned to this job. 
 


