
MULTINATIONAL CLIENT COOORDINATOR (JR2002894)
Job Summary

This individual will be responsible for the administration of an 
assigned portfolio of accounts. Additionally, this position involves 
monitoring premiums, producing reports for clients and liaising 
with our overseas Producing offi ces.

Duties & Responsibilities:

• Bound and collate premiums, claims and reinsurance 
documentation details and ensure correct Genius coding is 
set up

• Liaise with the Claims unit to distribute program structure 
and ultimate reinsurer details

• Resolve all account related queries from Producing Offi ce 
that are within their scope; or escalate to Multinational Client 
Executive

• Setup and maintain the account fi les in an in-house 
processing system

• Maintain booking documentation and review for accuracy 
• Organize and review funding requests and submit for 

authorization
• Ensure cash collections and onward transfers to captives/

reinsurers are prompt and in line with bookings
• Prepare and respond to all captive audits
• Investigate and clear unresolved unallocated cash 
• Ensure completion of all manual fi elds in Program 

Management Database to enable management meaningful 
review

• Regularly and thoroughly monitor all accounts through high 
& medium level reports from the Program Management 
Database to ensure program expectations are maintained

• Distribute cash fl ow reports to the producing offi ces on a 
monthly basis or more frequently when required

• Maintain Automated Settlement System and distribute all 
settlement documentation to required parties

• Liaise with Multinational Account Coordinator Team and 
Premium Tracking Analysts as required

• Any other duties as assigned

Qualifi cations & Job Experience:

• Associates Degree preferred or 3 years’ experience in 
insurance

• 2 – 5 years of administration experience  
• Progress towards an industry recognized designation, i.e. 
ARe, ACII or CPCU, a distinct advantage

• Excellent time management skills, with the ability to multi – 
task and prioritize 

• Able to work effectively and accurately to meet required 
deadlines 

• Excellent verbal and written communication and 
organizational skills

• Excellent customer service skills with the ability to 
communicate at all levels of the organization

• Strong knowledge of Microsoft Suite applications  
• Flexible and willing to work extended hours as required

If your experience and ambition matches the above criteria, 
please apply online at: 

 https://aig.wd1.myworkdayjobs.com/aig/job/Pembroke/
Multinational-Client-Coordinator--Bermuda_JR2002894-1

All applications must be received by close of business on 
May 4, 2020

Thank you for your application and interest in AIG Bermuda.
Please note you will only be contacted if you are short-listed 

for an interview.

About Us

American International Group, Inc. (AIG) is a leading global 
insurance organization. Founded in 1919, today we provide 
a wide range of property casualty insurance, life insurance, 
retirement products, mortgage insurance and other fi nancial 
services to customers in more than 80 countries and jurisdictions. 
Our diverse offerings include products and services that help 
businesses and individuals protect their assets, manage risks 
and provide for retirement security. AIG common stock is listed 
on the New York Stock Exchange and the Tokyo Stock Exchange.

Additional information about AIG can be found at www.aig.com 
|YouTube: www.youtube.com/aig | Twitter: @AIGInsurance |  
LinkedIn: http://www.linkedin.com/company/aig


