Jessica Hollomon
5617 Woodcrest Avenue, Philadelphia, PA 19131
Email: jessicaachille@gmail.com Cell: 917.379.8557


Experience 

Underwriting Account Senior Associate  				  	June 2014- Current
Cigna- Group Insurance							             Philadelphia, PA
· Assists and supports  a team of Group Disability, Life & AD&D Underwriters in the Select, Regional National Segments, and Aon Greater Insight with daily support tasks and manage a renewal inventory by; maintaining efficient and accurate Acquisition Case Assignment Process by setting up new pre-sale opportunities within appropriate systems, assign cases to underwriting partners, process census requests, perform occupational coding for census, generate broker ready experience reports per request from business partners, perform manual ratings in the Underwriting Rating System, maintain efficient Renewal Preparation Process by  including the preparation and delivery of renewal packages to the assigned underwriter as reflected in Bullseye
· Manage the File Room in Philadelphia to ensure compliance with internal documented procedures by reporting and ensuring the accuracy of expected retention timeframes.
· Supports effective integration of underwriting responsibilities via daily contributions to achieving departmental objectives with the objective of continuous improvement
· Reviews inforce client contracts to identify discrepancies within the Underwriting Rating System.
· [bookmark: _GoBack]Set up sold business files and updates appropriate systems with sold information. 
· Perform specific projects assigned by underwriting management on an as needed basis.
· Work with matrix partners to ensure compliance with policies and procedures
· Active member of the OneNote work group while completing the guidance for NOS and Experience preparation
· Work closely with RAMS and Sales Representatives by assigning and processing case assignments within the Select Inquiry Mailbox
Administrative Services Specialist                                              Dec. 2013- June 2014
Cigna- Randstad Temp Agency					 Philadelphia, PA		                                   
· Supported the Acquisition unit of the Cigna Group Underwriting Effectiveness 
· Checked master underwriting files in and out of the file room
· Kept records in the file room current by boxing and archiving lost and cancelled files
· Set up cases in the tracking system and created the corresponding labels for the files
· Requested for files to be returned from our data management vendor at the request of the underwriters
· Responsible for pulling all appropriate files for quarterly audits

Executive Assistant to the Executive Director                                                        Nov. 2011- Oct. 2013
Dress for Success Philadelphia 					                            Philadelphia, PA 
Maintained the calendar plan for scheduling and fixing executive meetings
Managed and prioritized the multiple tasks that have been assigned
Supported Recruitment and Fundraising Activities
Key Job Relations
Donor Relations 
Managed Donor Database
Filed and maintained client files
Prepared invoices, reports, memos, letters, financial statements and other confidential materials
Captured minutes for Team and Board of Directors meetings
Facilitated in interviewing candidates
Receptionist  									July 2009- Nov. 2011
Dress for Success Philadelphia                                                                                  Philadelphia, PA 
· Operated telephone switchboard to answer, screen, or forward calls by providing information, taking messages, or scheduling appointments
· Greeted persons entering establishment, determined nature and purpose of visit, and direct or escorted them to specific destinations
· Transmitted information or documents to customers, using computer, mail, or facsimile machine
· Collected, sorted, distributed, or prepared mail, messages, or courier deliveries
· Scheduled appointments, updated appointment calendars
· Filed and maintained Client personal records

Education
BA in Psychology/ BS in Healthcare Administration                                   New England College                                                                         
Anticipated Completion Dec. 2018                                                                            Henniker, HN

Associates of Cultural Science & Technology                                   Community College of Philadelphia 
May 2013                                                            			                          Philadelphia, PA

High School Diploma 					                                       Martin Van Buren 
June 2006 							                          Queens Village, NY


Volunteer
Cigna
· Currently performs Cigna Information Protection walkthroughs to ensure team compliance on a quarterly basis
· Volunteered with the Underwriting Diversity & Inclusion Team and partnered with Magee Rehabilitation Hospital in Philadelphia to provide indoor administrative assistance as well as outdoor parking lot maintenance and cleanup. (Sept. 2016)
· Currently works with IT to test SME applications for Accutrac UW  tracking  application on a quarterly basis upon system upgrades 


