	Arthur J. Gallagher & Co. Insurance Brokers of CA
Job Posting

	Posting Date:
	June 15, 2010

	Department:
	Operations  -  Document Production

	Job Title:
	Word Processing Operator
Non Exempt
	Reports To:
	Sarah Houchins

	Position Description:
	     

	To provide, under the direction of Document Production Supervisor, client services that will support new business growth and renewal retention.  Operates a personal computer and appropriate software packages or its equivalent to prepare standard and/or complex documents from various sources of written or dictated input which may include page layouts and difficult charts. Enters corrections and revisions, and proofreads material for accuracy and completeness. Applies knowledge of department terminology and organization practices. 

	Position Requirements:

	· As directed by Supervisor and in coordination with Operations team, develop, update and maintain proposals, summaries of insurance and presentation materials in accordance with branch policies, procedures and professional standards.
· Advise teams on appropriate criteria for proposals, summaries, presentations and other documents; ensure compliance on standard Gallagher formats, and monitor requests for any alternations.

· Create and maintain templates in WORD, Power Point, Excel and other software programs, s needed and according to procedures.

· Work in accordance with set standards for H drive and DMS storage procedures and naming conventions, and maintain all documents in the H drive for Document Production.

· Maintain an organized workstation; plan and prioritize our work to meet established deadlines.

· Manage and maintain an organized electronic mail and calendar system.

· Sort and process department in-coming mail / projects, as needed.
· Understand and adhere to Professional Standards as outlined in the Gallagher Corporate OnLine manuals.

· Refer special attention issues to Document Production Supervisor.
Experience: 2-4 years of experience in position or specialization. 
Skills: Applies some advanced skills to the position or specialization. May adapt procedures, processes, tools, equipment and techniques to meet the more complex requirements of the position.   Microsoft Office products, Adobe Acrobat, Design Software.

If you are interested in applying for the above position, complete an Employee Background Summary form and return it to your manager.

See Cheryl Krier for any additional questions or forms.


