
Position Purpose:

The Broker Support Officer plays a vital administrative and coordination role, providing operational and 
customer service support to brokers and clients. This role ensures the smooth and efficient processing 
of applications, maintains accurate documentation, and supports brokers in achieving timely outcomes 
for customers.

Key Responsibilities:

 Assist brokers in preparing, lodging, and tracking loan/insurance/property applications.
 Review client documents for accuracy and completeness before submission.
 Liaise with lenders, insurers, solicitors, or other relevant third parties to follow up on application 

progress.
 Maintain CRM and client databases, ensuring information is up-to-date and compliant.
 Respond to client inquiries and provide updates on application status when required.
 Prepare and send compliance documentation and disclosure documents.
 Provide general administrative support such as document management, scheduling, and 

reporting.
 Identify and escalate any issues or delays that may impact broker or client outcomes.
 Support brokers in achieving KPIs and maintaining high customer service standards.
 Ensure compliance with relevant legislation, internal policies, and industry regulations.

Key Skills and Attributes:

 Excellent attention to detail and accuracy
 Strong communication skills (verbal and written)
 Time management and the ability to handle multiple priorities
 High level of professionalism and customer service
 Proficiency with office software (e.g., Microsoft Office, CRM platforms)
 Ability to work independently and as part of a team
 Knowledge of the lending/insurance/real estate industry is highly desirable
 Understanding of compliance and privacy requirements in the financial or insurance sector

Performance Indicators:

 Timeliness and accuracy of application processing
 Quality of communication with brokers and clients
 Adherence to compliance and documentation standards
 Contribution to overall team efficiency and client satisfaction


