Reception & Insurance Assistant 
Join the Team at Dunk Insurance! 
Due to continued growth, Dunk Insurance is expanding our team in Bathurst and is seeking an enthusiastic and professional Reception & Insurance Assistant to join us.
This is a varied role combining front-of-house reception duties with administrative support for our Insurance Broking team. As the first point of contact for our clients, you will play an integral role in delivering exceptional customer service while helping to ensure the smooth day-to-day operation of the branch. Whether you already have insurance experience or are looking to build a career in the industry, we are committed to providing training, mentoring and development opportunities to the right candidate.
Key Responsibilities
· Managing reception and client enquiries
· Providing administrative support to our Insurance Broking team
· Assisting with new business enquiries, policy renewals and policy maintenance
· Liaising with clients and insurers
· Supporting the delivery of an exceptional client experience
About You
To be successful in this role, you will have:
· Previous experience in administration and customer service
· Exceptional organisational and time management skills
· Strong attention to detail
· Excellent verbal and written communication skills
· A high level of computer literacy
· A collaborative, team-focused approach
Why Join Dunk Insurance?
At Dunk Insurance, we're proud of our supportive team culture and family-oriented values. We genuinely value people and we are passionate about helping clients and communities we serve. 
When you join our team, you'll enjoy:
· Ongoing training and professional development
· Career progression opportunities within the insurance industry
· The opportunity to be part of a respected and growing regional business
This is a permanent full-time position. 
How to Apply
Please email your CV and cover letter to careers@dunkinsurance.com.au
Applications close 18 October 2026.


