
Life Insurance Administrator 
Alitis Insurance Services has an immediate opening for an experienced Life Insurance Administrator in our Campbell River office.  The 

ideal candidate for this full-time position will have several years of experience processing both Life and Living Benefits insurance                  

policies.  Experience with the sales and support of both individual and corporately-owned insurance solutions is a must.   

We offer a fast paced family oriented office, a competitive wage based on experience and employee benefits that include flex time, 

employer funded medical benefits and RRSP programs.  

 

JOB DESCRIPTION 

This position involves being the primary support person for three producing Advisers, main duties include:   

 Participating in the Marketing, Sales, and Administration of all life insurance business; 

 Preparing quotes and point of sale presentations; 

 Assisting with writing and processing all applications; 

 Arranging and following up on all underwriting; 

 Administering the on-going service and funding of policies; 

 Participating in client and community promotional events. 

 

EXPERIENCE REQUIREMENTS  

 1+ years’ of Life Insurance Industry experience with processing and servicing existing and new business; 

 Life Insurance License an asset; 

 Solid understanding of life insurance terminology and products as viewed on insurance carrier websites; 

 Intermediate Microsoft Office skills (Word, Excel, Outlook);  

 Experience with the PPI toolkit, Salesforce, and WealthServ would also be a benefit. 

 

PERSONAL REQUIREMENTS  

 Self-motivated with demonstrated ability to meet deadlines and work effectively under pressure; 

 Excellent written and verbal communication skills;  

 Positive and professional attitude;  

 Detail-oriented with a desire to maintain a well-organized environment;  

 Responsible and trustworthy, with excellent references. 

 

Please send your resume to nketterer@alitis.ca along with a cover letter outlining your strengths and experience for consideration. 

Applicants previously employed with an insurance firm will be strong candidates. Resumes sent without cover letters will not be                  

considered. Please note that only applicants for consideration will be contacted. Thank you for your interest. 
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