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Marketing Associate 
(Small Group) 
BIS Benefits, Inc. 

Job Tit le: Market ing Associate 

Classificat ion: Non-exempt

Reports to: Account  Manager 

Purpose: 
The Market ing Associate (MA)  primar ily supports Account  Managers (AM)  in 
preparing accurate presentat ion mater ials for renewals and prospect ing.  The MA 
works “behind the scenes”  to support  the AM in adm inist rat ive dut ies and 
maintaining accurate data files. This posit ion supports AM working with clients who 
have less than 20 employees. 

Exempt / Not -Exempt :  Non Exempt
Full- t ime/ Part - t ime:  Full Time

Essent ial Job Funct ions: 

� Support  Account  Manager in Renew al and Market ing Process 

� Collect  and compile all data, such as MHQs (Medical Health 
Quest ionnaires- including COBRA)  and Census and follow up with carr ier 
and client  for m issing data or  errors. 

� Send out  RFP (Request  for Proposals)  and follow up with carr ier to assure 
t imely response. 

� Review quotes as they come in from insurance carr iers confirm ing 
accuracy of data including census and medical info. 

� Update benefits sect ion annually in Online Benefits Communicat ion 
portals, once renewal plans have been approved. 

� Compile and/ or update Group Administ rators Guide at  renewal and 
throughout  the year as changes are made or pages updated. 

� Complete paperwork for client  renewal. 
� Update the renewal history. 
� Not ify Service Team that  database has been updated with new rates and 

plan informat ion. 

� Support  Account  Manager in Prospect ing  

� Prepare neat  and orderly Presentat ion Folders and Overview of Services 
PowerPoint  (PPT)  for prospects. 

� Request  informat ion on group, (copy of renewal, plan informat ion, current  
rates, and other related forms) . 
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� Collect  and compile all data, such as MHQs (Medical Health 
Quest ionnaires- including COBRA) , Census, and Prior Plan Design, and 
follow up with client  for  m issing data or errors. 

� Send out  RFP (Request  for Proposals)  and follow up with carr ier to assure 
t imely response. 

� Review quotes as they come in from insurance carr iers confirm ing 
accuracy of data including census and medical informat ion. 

� Complete case submission paperwork to carr iers. 
� Not ify Service Team that  AgencyWare has been updated with new rates 

and plan informat ion. 

� Support  Account  Manager in Open Enrollments, ( OE)  

� Prepare and pr int  Benefit  Communicat ion Brochure and assure accuracy. 
� Order New Hire Kits and Enrollment  mater ials. 
� Print  and copy plans and forms as needed and when possible, delegate to 

carr iers. 
� Schedule carr ier reps, wellness partners, or  others as needed for OE 

meet ings. 
� Prepare PPT OE presentat ion. 
� Coordinate presentat ion media with client .  

� Support  Account  Manager in Updat ing Client  Data 

� Regularly update client , prospect  and vendor files in database with proper 
naming and filing convent ions  

� Scan all paperwork (case submission, enrollment  forms, employer forms, 
tax and wage, cancellat ion let ter,  and other related documents)  and file in 
database 

� Rename, consolidate, and delete in order to maintain only pert inent  data. 
� Manage client  paperwork including Business Associate Agreement  

� Support  Account  Manager in Adm inistrat ive Dut ies 

� Support  the Account  Manager with the following tasks:  
o Making phone calls 
o Answering voice mail 
o Answering emails 
o Sending emails 
o Mailing 
o Scanning 
o Handling new paperwork 
o Other tasks as required 

Working Condit ions: 

� Primary dut ies are typically carr ied out  at  a workstat ion in cubicle area. 
� Small amount  of t ravel may be required to run errands, such as picking up 

presentat ion materials or to at tend a client  or prospect  meet ing. 
� Tele-working is perm it ted, per tele-working policy. 
� Flexibilit y to work late or work addit ional hours is occasionally required in 

order to complete urgent  projects. 
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Educat ional Requirements: 

� College degree preferred. 

Work Experience: 

� Administ rat ive and Support  experience 

Technical Skills/ Abilit ies: 

� High Proficiency in Microsoft  Office, part icular ly Microsoft  Excel and Microsoft  
PPT, is required. 

� The abilit y to learn and comprehend new computer software applicat ions, 
including indust ry-specific database software, is essent ial.  

� Must  be able to comprehend and apply basic math. 
� Excellent  phone skills are required in order to communicate with carr iers, 

clients and prospects. 
� Excellent  wr it ing skills are necessary for communicat ing through let ters, 

emails, and benefit  communicat ions.  
� Edit ing and proofreading skills are essent ial.  
� Professional email et iquet te and skills are required to produce consistent  

professional email communicat ion.  
� St rong abilit y to mult itask and establish pr ior it ies is a key component  of this 

posit ion. 

Physical Demands: 

� Must  be able to work for prolonged per iods at  a computer and workstat ion. 
� Must  be able to compile presentat ion folders and notebooks. 
� Must  be able to lift  and carry 25 pounds. 

Personal At tr ibutes: 

� A desire to work in a support  role.  
� A willingness to assist  other team members, as needed. 
� The abilit y to meet  deadlines is essent ial.  
� An eye for detail.  
� The abilit y to work alone, being self-mot ivated to complete the job or task 

with lit t le supervision. 

Though not  necessary, the follow ing w ould be a plus:

� Bilingual

Posit ion Content  

This descript ion is not  intended to be and should not  be const rued as an all-
inclusive list  of all the responsibilit ies, sk ills or working condit ions associated 
with the posit ion. While it  is intended to accurately reflect  the posit ion 
act iv it ies and requirements, management  reserves the r ight  to modify, add, 
or remove dut ies and assign other dut ies as necessary. 

BIS Benefit s, a growing insurance firm  in Alpharet ta, GA is looking for j ust  the r ight 
person to serve as our Market ing Associate.  I f you have the skills necessary to fill 
this posit ion and you are a responsible and faithful employee, you are invited to 
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send your resume to BIS Benefits. This is a Full-Time posit ion with set  hours 
Monday – Fr iday. Start ing compensat ion will range from $11 -  $14.00 an hour, 
depending on experience.  

I f you are interested in this posit ion, please email your resume to 
BIS@BISbenefit s.com . No phone calls please. 

I n your correspondence, please include:  
� Cover let ter  
� Contact  I nformat ion 
� Resume 
� Salary requirements 
� DISC or personalit y test ing results, ( if available)  

This job list ing may not  be posted on any w ebsite w ithout  the expressed 

w rit ten perm ission of BI S Benefits, I nc.

BIS Benefits is committed to providing equal employment opportunity for all persons regardless 
of race, color, religion, sex, age, national origin, disability, or veteran status.  

Last updated: 2010.03.02b 


