
 

TEAM ASSISTANT II 

Job Overview 

Our administrative and operations job family is comprised of highly valuable team players whose over-all 

purpose is to ensure that our Company is running at maximum efficiency and effectiveness each working 

minute of every working day so that a wide range of team members can then be proceeding rapidly along 

in carrying out their important duties in their respective and diverse areas for the Company as well. To that 

end, our administrative and operations job family members pitch in to help out by performing a wide variety 

of administrative and office support tasks with a high-level of enthusiasm and pride of ownership in their 

resulting work products. Our Team Assistant II’s are seasoned, highly effective and results-oriented team 

players who independently perform a variety of routine to more difficult, technical and specialized 

administrative functions in support of their assigned unit/s’ mission, purposes and responsibilities, while 

demonstrating a thorough knowledge of the terminology, procedures and practices associated with their 

assigned functional areas and also demonstrating a high level of accountability for their results. 

Our Team Assistants, along with our Operations Team Leaders and Operations Team Specialists (see 

more detailed descriptions below), are positions in which incumbents are able to successfully wear a 

number of different and significant hats in contributing to the Company’s over-all success.  Our Team 

Assistants I/II are assigned to work with one or more of our teams (such as legal, people, product, 

underwriting, customer support, claims and/or others, as needed). These are the first two tiers of our 

operations job family and are included in a progressive job series, which means that our Team Assistants 

I are able to learn and consequently earn advancement on their team to Team Assistant II.  We provide 

clear criteria that defines what represents demonstrated mastery at both levels. Once an incumbent has 

mastered the Team Assistant I responsibilities required in the progressive job series, he/she, with his/her 

assigned team leader’s and/or senior leader’s active input and agreement, is eligible to advance to level II, 

increasing his/her responsibility, level of authority and pay level as a result.      

The highest tier of our administrative and operations family includes our operations team leader and our 

operations team specialist.   Both positions require incumbents who are exceedingly well-versed in – and 

passionate about – the Company’s over-all operations and, additionally, require incumbents with a 

remarkable understanding of, deep appreciation and respect for and ability to flourish in the Company’s 

unique culture and work environment.  Our Operations Team Leaders serve a vital role in our Company’s 

success by utilizing their demonstrated and dynamic leadership strengths to provide front-line day-to-day 

coaching, supervising & leading of assigned team members, while also continuing to carry out their 

respective day-to-day administrative duties as “working” team members. Comparable to our Operations 

Team Leaders, our Operations Team Specialists are also expected to carry out their assigned day-to-day 

administrative support duties as “working” team members, while also continually demonstrating exceptional 

technical knowledge about their “niche” areas of expertise.  They serve as the “go to” for the Company in 

those “niche” areas and/or as the team member who, at a moment’s notice due to fluctuating business 

needs, can also be open, flexible, willing and adroitly able to shift from one team/unit to another to provide 

outstanding assistance. Our team specialists are expected to train team members on a recurring basis by 

teaching new hires how to do things “our way” (aka, the right way the first time), teach current team 
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members about new information and/or tasks and/or educate multiple team members on a large-scale, 

even Company-wide, basis about a discipline in which the incumbent demonstrates proven skill and 

knowledge. Finally, both our team leaders and specialists may actively contribute to or spearhead a myriad 

of special projects producing important results and positive impact for the Company. 

In certain situations and depending on demonstrated mastery of all required skills, The Company will ask a 

leader or specialist incumbent to take on the roles of both leader AND specialist, with a corresponding 

increase in pay due to the additional responsibilities and required level of skills and experience. This is 

reviewed by senior leaders and decided on a case-by-case merit basis in direct association with our 

business needs. 

 

Job Responsibilities 

For All: 

In the spirit of our Company’s mission, values and culture, the duties listed below serve as illustrations of 

the various types of work that may be performed by our Team Assistants. We may also expect our Team 

Assistants to carry out other responsibilities that are similar, related or a logical assignment to this job 

class. 

Efficiently and effectively utilizes Company’s information systems, software programs and assigned 

business-related websites to accurately research, prepare and maintain files and to carry out all designated 

responsibilities outlined below.  

Actively contributes as a member of the Company team by providing assistance and support to assigned 

team members; leads, participates in and/or assists with “special” Company projects, as directed. 

Dynamically enhances Company’s success by taking advantage of learning and development opportunities 

and personally integrating positive actions to improve individual performance.  

Under general supervision, organizes, schedules and plans assigned activities for designated team/s 
and/or leader/s; assists in maintaining and updating and/or maintains and updates assigned leaders’ 
calendars; assists in updating and maintaining Company’s master calendars, such as entering information 
for assigned teams into Company’s master training calendars. 

Under general supervision, obtains, develops, maintains and/or distributes specialized or technical 
Company information; as applicable, performs in-depth research to acquire date and information; 
accurately and promptly discerns the validity and usefulness of applicable data and information; compiles, 
collates and organizes data and information ; produces, crafts, updates, maintains, organizes, prepares, 
and reviews professional, clear, complete, accurate and/or regulatory -compliant correspondence, 
documents, reports, spreadsheets, corporate and/or team files and records; provides, distributes and/or 
submits assigned documentation to internal leaders, regulatory agencies, agents, policyholders, carrier 
representatives, vendors or others, as directed. 
 

Under general supervision, professionally communicates with others in face-to-face, email and telephone 

interactions; appropriately refers a wide range of incoming calls to proper team members; may provide 

back-up telephone assistance to assigned Cabrillo Coastal and/or Harbor Claims team/s; may make 

outgoing calls to customers, vendors, carrier representatives, governmental contacts and other external 

business contacts in order to professionally obtain and/or provide a wide spectrum of information. 
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Additional Specialized and Technical Duties and Responsibilities by Area: 

 

Under general supervision and with a significant degree of independent accountability, performs technical 

and administrative work in support of one or more unit/s’ core functions and responsibilities, examples of 

which include, but are certainly not limited to: 

Legal:  Performs specialized legal administrative tasks related to assignment of litigation to outside counsel, 

including the preparation and distribution of files; gathers, organizes and distributes litigation-related 

documents, information and files within necessary time frames; composes “cover letter” and follow-up 

emails, uploads related files; schedules triages with adjusters; reviews and processes all legal invoices 

received, including identifying inconsistencies or inaccuracies and ensuring issues are promptly addressed. 

 

Licensing and Compliance: Assists leaders and/or specialists in ensuring compliance with all applicable 

states’ regulatory and licensing requirements; provides detailed and technical assistance and support in 

meeting ELANY requirements; assists in completing corporate applications for admittance to new states; 

assists in preparation, distribution and complete, accurate and timely reporting of required information to 

assigned governmental agencies. 

People: Assists in creation of, updates and maintains assigned selection and hiring spreadsheets and other 

related documentation; organizes, plans, schedules and arranges interviews and other applicable people-

related meetings; composes and distributes outgoing correspondence to job candidates; may assist in 

benefits administration by receiving and reviewing necessary benefits paperwork, updating employee 

information in the system and submitting information to our brokers and/or carriers; assists in creation, 

maintenance and implementation of Company-wide training programs/initiatives; may assist in payroll 

administration; may assist in performance differentiation and discretionary bonus administration; may assist 

in a variety of highly confidential and sensitive employee-related duties and responsibilities. 

Product: Assists in creation and preparation of regulatory-required forms for assigned states; performs 

routine research in the development of forms and recommends possible course of action to meet Company 

needs and regulatory requirements; performs detailed and comprehensive reviews of Company’s new and 

current forms to ensure accurate, complete and consistent information is included and maintained; reviews 

all related forms and updates some or all as necessary to ensure uniformity and cohesiveness;  regularly 

communicates with product team to ensure highest-quality work product that complies with all governmental 

and Company requirements. 

Quality Assurance:  Performs accurate reviews and audits of assigned claims, underwriting, agency and/or 

other requested files for Cabrillo Coastal and/or Harbor Claims; accurately notes, tracks and submits 

findings to AVP Quality Assurance; assists AVP Quality Assurance in scheduling desk audits, as requested. 

Claims, Underwriting and Customer Support: May provide back-up administrative support to CSR’s on 

routine to more difficult endorsement tasks; may proofread and review Underwriters’ or Claims’ outgoing 

correspondence for accuracy, professionalism, clarity and timeliness; identifies and corrects mistakes; may 

administer, oversee and implement claims check distribution program; may assist in work hour scheduling 

duties during CAT events. 

 

Skills and Expertise 

Qualities: quality-oriented; service-oriented; detail-oriented; self-starter; team player; collaborator; multi-

tasker; adaptability; flexibility; quick learner; commitment to accuracy of work product (pride of ownership); 

strong work ethic; positive “can do” attitude; coachable; dependable; well-organized; courteous; 

professional; discrete; discerning; perceptive. 
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Strong skill sets in the following areas: organization; time management, including the ability to set, 

manage and accomplish her/her own daily tasks; excellent at problem analyses/solving and utilizing critical 

thinking skills; documentation review; courteous and professional oral (with an emphasis on telephone) and 

written (with an emphasis on email) communication; interpersonal communication; an ability to review, 

glean and act upon most relevant facts from highly detailed information; customer service skills; vendor 

sourcing; review of invoices; coordinating between units to resolve day-to-day administrative and 

operational problems; scheduling and coordinating meetings, interviews, events and/or other similar 

activities; sending out and receiving mail and packages; preparing professional business correspondence;  

data entry; managing documents and files. 

Strong knowledge of: business writing, grammar and punctuation rules; telephone and email business 

etiquette rules; desktop computer operations; standard business software and web-based engine 

operations (e.g., Microsoft Word, Microsoft Excel, Microsoft Outlook and Internet Explorer); thorough 

knowledge of the terminology, procedures and practices for assigned functional areas, office machines 

operations and maintenance. 

Licenses, Education and/or Experience 

For external candidates applying for a Team Assistant II position:   

At least four years of multi-faceted administrative support experience in a fast-paced office environment 

or equivalent education or work experience. 

 

In order for an internal candidate to be selected as a Team Assistant II, he/she must:  
Demonstrate strong competency in all of the qualities, skill sets and knowledge bases listed above under 

Skills and Expertise; AND 

Demonstrate mastery of and/or a strong foundation in all areas specified for the Team Assistant I or in 

another equivalent Company position. 
 

The Details 

Full –Time  

Monday-Friday, 8:00 am – 5:00 pm 

Some Team Assistants’ schedules will vary to ensure business requirements and customer 

needs are met or exceeded. 

Exempt Position (Level I is considered a non-exempt position) 

Salary: Commensurate with Experience  

Competitive Benefit Package offered, including health, dental and vision care. 
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About Cabrillo Coastal 

Offering residential property insurance products in places exposed to hurricanes is one thing.  Doing it with 

excellence and specializing in hurricane exposed property is entirely another.  That’s what we do.  Through 

sophisticated pricing techniques, quality and timely claims handling, careful reinsurance pricing, 

experienced underwriting and a friendly staff, we provide the quality service and competitive pricing our 

customers deserve.  

We currently offer our products in Florida, New York, New Jersey, Delaware, Maryland, South Carolina, 

Mississippi, Virginia, Rhode Island, North Carolina and Alabama, with several other products and/or new 

states in the pipeline. Our headquarters are located in Gainesville, FL, and we have an additional 

underwriting-focused office in Ambler, PA. 

We work in an entrepreneurial, team-oriented and results-focused culture, which also provides the stability 

of being an established Company that is highly respected and trusted by its policyholders, agents, insurance 

carriers, re-insurers and insurance regulators.  We are currently a team of 115+ employees who are 

encouraged and supported to challenge ourselves and each other to learn and grow within the Company, 

while sharing in Company profits. We strongly believe in hiring smart, motivated people who want to join 

us, roll up their sleeves and stay around in order to make a positive difference.   Our exceptionally low 

turnover rate reflects that Cabrillo Coastal is full of people who are happy doing what they do. 

If you are “smart with heart”, then this is the place for you.  We welcome your interest and look forward to 

communicating with you. 


