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Template Pack: Winning Resume and Cover Letter Templates for Remote Insurance 
Jobs designed specifically for remote insurance professionals. This pack will help 
prospects present their skills, experience, and unique value propositions effectively to 
stand out in the competitive job market. 

Winning Resume Template 

[Your Full Name] [Your Address] | [Your Email Address] | [Your Phone Number] | 
[LinkedIn Profile] | [Portfolio/Website (if applicable)] 

Professional Summary 

Example: 

A highly skilled and motivated remote insurance professional with [X] years of 
experience in underwriting, claims handling, and client relationship management. 
Proven expertise in managing remote workflows, building strong relationships with 
clients, and delivering comprehensive insurance solutions. Adept at working 
autonomously while effectively collaborating with virtual teams. Seeking a remote 
insurance position where I can leverage my strong organizational, communication, 
and technical skills to drive positive outcomes for clients and agencies. 

Key Skills 

Tailor this section to highlight your remote work skills and insurance industry 
experience: 

• Remote work proficiency (e.g., Zoom, Microsoft Teams, Slack, etc.)
• Client relationship management
• Claims handling and underwriting
• Regulatory compliance knowledge
• Time management and self-motivation
• Attention to detail and organizational skills
• Team collaboration in remote settings
• Adaptability and problem-solving



• Emotional intelligence and communication

Professional Experience 

[Job Title] 
[Company Name], [Location] (Remote) | [Start Date] – [End Date] 

Example: 

• Managed and serviced a portfolio of middle-market insurance accounts,
specializing in [type of insurance, e.g., commercial property, workers'
compensation].

• Successfully navigated remote working conditions, utilizing digital tools to
maintain excellent communication and meet client needs across multiple
time zones.

• Developed and executed strategies for improving client satisfaction and
retention by [specific achievement or initiative].

• Achieved a [specific percentage] increase in renewal rates by proactively
addressing clients’ needs and providing timely solutions.

• Collaborated with cross-functional virtual teams to handle claims and
underwriting processes efficiently.

[Job Title] 
[Company Name], [Location] (Remote) | [Start Date] – [End Date] 

Example: 

• Provided insurance solutions for [client industry or type of insurance] clients
while working remotely.

• Acted as a key point of contact for clients, guiding them through the insurance
selection process and explaining coverage options in layman’s terms.

• Consistently exceeded performance metrics, including sales targets and
customer satisfaction scores.

• Implemented remote onboarding processes for new clients, improving client
engagement by [specific percentage].



Education 

[Degree Title] 
[University Name], [Location] | [Graduation Year] 

Certifications 

List relevant certifications, such as: 

• Certified Insurance Counselor (CIC)
• Associate in Commercial Underwriting (AU)
• Remote Work Professional Certification (if applicable)
• Other industry-related certifications

Professional Affiliations 

Example: 

• National Association of Insurance Professionals (NAIP)
• [Other Relevant Insurance Associations]

Additional Information 

Example: 

• Availability to work across different time zones.
• Proficiency in using insurance management software (e.g., Applied Epic,

HawkSoft, etc.).
• Fluent in [languages, if applicable].



Winning Cover Letter Template 

[Your Full Name] 
[Your Address] | [Your Email Address] | [Your Phone Number] | [Today’s Date] 

Hiring Manager’s Name 
[Insurance Agency Name] 
[Agency Address] 
[City, State, Zip Code] 

Dear [Hiring Manager’s Name], 

I am writing to express my interest in the [Job Title] position at [Insurance Agency 
Name], as advertised. With [X] years of experience in the insurance industry, 
combined with my proven ability to work effectively in a remote setting, I am 
confident in my ability to contribute positively to your team. 

In my current role as [Job Title] with [Current Company], I have gained extensive 
experience in [specific area, e.g., underwriting, claims handling, or client 
management], successfully managing client portfolios and delivering 
comprehensive insurance solutions. Working remotely has enabled me to refine my 
time management, communication, and self-motivation skills—qualities I know are 
critical for success in a remote position. For example, I recently [briefly describe a 
specific achievement that relates to the job you're applying for, such as increasing 
client retention, optimizing workflows, or handling complex claims remotely]. 

I am particularly drawn to [Insurance Agency Name] because of [specific reason 
related to the agency’s values, goals, or reputation]. I am confident that my skill set—
especially my remote work proficiency, adaptability, and industry knowledge—aligns 
well with the requirements of this role. I am excited about the possibility of 
contributing to your team’s continued success and bringing my experience in 
[relevant insurance area] to the table. 



I would welcome the opportunity to discuss how my experience and skills can 
contribute to the goals of your agency. I am available at your earliest convenience 
for an interview and can be reached at [your phone number] or via email at [your 
email address]. Thank you for considering my application. I look forward to the 
opportunity to contribute to [Insurance Agency Name] as a remote insurance 
professional. 

Sincerely, 
[Your Full Name] 

Tailoring Tips for Success: 

• Highlight Remote Work Skills: Always emphasize your ability to manage tasks,
communicate effectively, and remain productive while working remotely. Use
specific examples from your past roles to illustrate these skills.

• Showcase Your Unique Value: Tailor your resume and cover letter to highlight
what sets you apart, whether it's a specialized certification, remote work
experience, or a particular area of insurance expertise.

• Customize for the Job: Make sure to customize both your resume and cover
letter to align with the specific job you’re applying for. Mention the company
by name in your cover letter and reference how your skills meet the
requirements listed in the job posting.

This Template Pack provides all the tools a remote insurance professional needs to 
craft a winning resume and cover letter. Use these templates as a foundation, 
tailoring each one to reflect your skills, experience, and the unique value you bring to 
remote insurance roles. Good luck with your job search! 


