
 

                             MUA-INTERNAL 

 
 

Job Title: Senior Policy Administrator 

Department: Policy Administration 

Job Summary 

To process all specialty policies including renewal notices and workout all specialty policy documents.  

Main Responsibilities 
▪ To verify instructions received from Client Management Team for new business and renewal. 

▪ To process and verify policies. 

▪ To extract Renewal Listing. 

▪ To allocate Renewal Notice. 

▪ To send Renewal Notices via emails. 

▪ To acknowledge receipt by mail to issue Cover notes. 

▪ To prepare and verify Cover notes within set KPI. 

▪ To send and despatch Cover notes by email to concerned sources. 

▪ Provide assistance as and when required. 

 

Job Requirements 
▪ HSC 

▪ A minimum of 3 years working experience in similar position 

▪ High degree of drive, self-motivation and ability to work independently 

▪ Strong knowledge of Microsoft Office (Excel, Word and Power Point) 

▪ Excellent oral and written communication skills 

 

Interested candidates are requested to send their CV on recruitment@mua.mu 

 

The company reserves the right to call only the best qualified candidates for the selection exercises. 

Applications received after the closing date might not be considered. 

The company also reserves the right not to proceed with the vacancies. 
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