BROKING SOFTWARE POSITION DESCRIPTION

	Name
	     

	Job Title
	Broking Software Supplier
	Job Grade 
	     

	Business Unit 
	     

	Reports To 
	As Per Organisation Chart

	Direct Reports
	As per Organisation Chart

	Job Size / Scope
	Provide broking software services to the broking activities of the business

	Date
	2 July, 2020


	Position Objective (What is to be done, why and value to business) 

	To provide a stable and reliable computer software service to enable the business to provide Financial Services to its client base in a fair, efficient and professional manner.  The system must also deliver operational and management information and include the relevant controls/exception reports to enable the business to meet its legislative requirements.


	Internal (I)or External (E) / Customers (C)or  Suppliers (S) 
	Services Expected 

	Clients (EC)
	Timely, accurate and comprehensive documentation, reporting and inquiry functions.

	Insurers (EC)
	As above

	Staff (IC)
	A fast, user friendly and efficient on line transaction and enquiry system.

	Management
	Produce required management and exception reports to enable the business to be appropriately managed.

	Accountant/Audit
	Produce required reports and validation controls to enable accounting and audit functions to be performed.

	     
	     


	Decision Making /Authority areas 
	Amount/Level 

	Expenses, Capital Expenditure
	Nil

	Staff Hiring and Salaries
	Nil

	Broker Fee/Commission changes
	Nil

	Changes in Policy/Procedures
	Nil

	Ex Gratia Payments
	Nil

	Debtor Write Offs
	Nil

	     
	     


	Outputs & Measures 


	Key Result Areas 

	Tasks Involved 

	Measures 


	Stable and reliable transaction processing
	Efficiently handle typical insurance broking functions including:

Client management

Policy management

Claims management

Insurer management

Debtors and cash receipting processes.

Disbursements

Online enquiry functions

Premium, charges and commission calculations.

	System down time no more than 2 %.

System crashes of 1 per month.

95 % of Response times less than 3 seconds. 


	Transaction Retention and security
	Store historical transactions within the database to enable:

Auditing of processes undertaken,

Review of client and policy history

Reconciliation of financial transactions

Security of transactions protected by:

Records locked once confirmed.

Hierarchical password controls within system with functional application. 

	All records validly created able to be retrieved.

Auditable transaction trails and reports.

No loss of records

No unauthorised access to information or transaction systems


	Production of client and insurer documentation 
	Production of invoices/schedules and closings to clients and insurers on a daily basis (preferably real time).

Reprint of documentation where required.

	Documentation produced as required.

	Accounting functions
	Reconciliation support for client debtors.

Reconciliation and payment support for insurer creditors.

Exception and summary reporting on accounting transactions.

Reporting on business incomes, GST

	System enable business to collect and pay monies efficiently.

Availability of reports required to meet legislative requirements.


	Management information
	Regular and adhoc reporting on all aspects of the business including:

Sales information,

Product Information

Insurer usage information

Business income

Exception Reports

	Information available to management on a timely basis to meet legislative requirements and achieve Business Plan objectives

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Person Specification – Competencies Required for the Position (New Staff Only)

	Work Skills/Experience 

	Knowledge / Qualifications 

	Personal Attributes 


	Essential  

	Essential
	Essential

	Proven track record in the insurance broking industry.

Committed to meeting business needs of AFS Licence.

	System based on current technology.

Strong knowledge of The Corporations Act requirements..

	Easy to learn and operate.

	Staff with knowledge of broking business requirements
	Stable financial background and capital base to ensure continuity
	Windows interface

	Stable and reliable system
	Immediate phone response to serious system issues.
	Local staff able to service product or handle remotely.

	Desirable 
	Desirable
	Desirable

	Integrated with other business packages
	Part of large national or international software supplier
	Focus on servicing needs of small business.

	Facilitates E Commerce
	     
	     

	     
	     
	     

	     
	     
	     


Signed by Staff member ______________
Supervisor/Manager _________________
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