
C3 Group Public Adjusters   
6312 South Fiddlers Green Circle, Suite 300E  

Greenwood Village, CO 80111  
P: (720) 612-1656 F: (720) 398-3198  

C3adjusters.com  

Sales & Public Adjuster Hybrid Role  

Loca7on: Remote  

Work Hours: Typical working hours; variable on occasion for different <me zones. (80% Sales, 20% Public 
Adjus<ng) 

FLSA Classifica7on:  

Salary: Annual Base $43,888, plus no cap commission 

• Lead Commission – 4 % of the SeQled Claim Fee less non reimbursed expenses for each PA 
claim lead you bring in. This must be pre-qualified and ready for qualifica<on and expecta<on 
seWng.  

• Contract Execu<on - 10% of the SeQled Claim Fee less non reimbursed expenses for each 
contract you sign, in the states you are licensed to sign. To qualify for the full 10%, you must 
do the expecta<ons & contract presenta<on and get the signed contract. Commissions to be 
paid only when the seQled claim fee has been reached. 

• Claim Adjus<ng 2% - For Claim Adjustment completed by the Employee, two percent (2%) of 
the SeQled Claim Fee less non-reimbursed expenses. If the Employee has contributed to but 
not completed the es<mate, the Company shall pay that por<on of the commission which is 
propor<onate to the Employee’s percentage contribu<on to the completed work, as 
determined by the Company in good faith.  

Reports to:  Vice President of Sales and Marke<ng  

Original Date: 6/11/24 

Revised Date: 

Posi7on Summary:  

This posi<on is a hybrid role that will support market sales goals and facilita<on of Public Adjus<ng 
opera<ons as needed and assigned (Sales will be 80% focus and Public Adjus7ng Support will be 20% 
focus of the Role). This role will be responsible for crea<ng addi<onal profitable rela<onships with new 
and exis<ng client bases, providing a ‘boots on the ground’ approach for sales opportuni<es, devo<ng 
<me and resources to unrealized referrals sources, and strengthening the C3 Group brand. 

In addi<on to the Sales func<on of this role, as a licensed claims adjuster with C3 Group, the role’s 
responsibility is to advise, manage all facets of a claim while suppor<ng the policy holder through the 
process, and submit the claim to the policyholder’s insurance company. The primary responsibili<es of 



this por<on of the role include assessing the damage, preparing an es<mate per assessment, reading/
review of the insurance policy to determine coverage, and nego<a<ng with the insurance company’s 
claims adjuster. The public adjuster’s role is to advocate for policyholders when major disasters hit their 
home, business, or commercial property. 

MUST BE LOCATED IN THE STATE OF COLORADO 

MUST HAVE COLORADO PUBLIC ADJUSTING LICENSE OR ABLE TO OBTAIN WITHIN 30 DAYS OF HIRE 

Summary of Key Responsibili7es: 

• Iden<fy sales leads and collect per<nent informa<on from clients. 

o Solici<ng clients via cold call, in-person, and on the phone. 
o Closing and signing representa<on contracts. 
o Professionally represen<ng the public image of the firm. 
o Driving to loss loca<ons and solici<ng poten<al clients. 
o Perform Policy Review & Property Inspec<on 

• Inform clients about our products or services and provide demonstra<ons and educa<onal 
updates. 

• Cul<vate rela<onships with exis<ng clients to secure their future business. 

• Support the Sales Process and overall business opera<ons of C3. 

• Process claim intake and monitor from Concep<on to Delivery of Services. 

• U<lize customer service and nego<a<on skills to close deals. 

• Produce annual sales goals with agreed-upon goals, scorecard, and weekly KPI’s. Nego<ate claims 
in a <mely manner by iden<fying key dates and <me limits/ 

• Interpret and comprehend policies, endorsements, and exclusions related to the process. 

• Escalate claims to appraisal, li<ga<on, appropriately and <mely. 

• Schedule onsite mee<ngs with claim representa<ves and aQend as needed. 

• Collaborate with administra<on, sales & marke<ng, and opera<ons to maintain a high-level 
communica<on with policyholders and contractors. 

• Educate policyholders of their insurance and communicate any updates regarding their claim 
along the way. 

• Maintain accurate records in the CRM of all communica<ons, payments, and other notes related 
to the process. 

• Assist admin and accoun<ng with iden<fying payment releases by the carrier, amounts of 
payments and what the payments are covering. 

• Maintain necessary con<nuing educa<on credits as required. 

• Perform Various Du<es to Support C3 Ini<a<ves as assigned. 

Qualifica7ons & Skills: 

• High school degree (or equivalent) is required. 

• 4-year degree preferred. 

• Minimum of 3 years’ experience as a claims adjuster managing residen<al and commercial 
claims. 

• Proven track record of adjus<ng first-party property claims. 



• Proven work track record of evalua<ng coverages on first-party property claims. 

• CO public adjuster license – Ability to obtain Public Adjus<ng Licensure within 30 days of hire. 

• Excellent verbal and wriQen communica<on skills. 

• Proficient in Claims Force and/or current C3 CRM. 

• Strong <me and project management skills. 

• Crea<ve Problem-Solving Ability 

• Strong interpersonal skills. 

• Must have a valid Driver’s License and reliable vehicle. 

• Ability to travel and work independently. 

Physical Requirements: 

• Prolonged periods of working on a computer. 

• Must be able to traverse different landscapes with or without accommoda<ons. 

• Must have con<nual use of manual dexterity. 

• Have the ability to climb, crawl, stoop, knee, reach/work overhead. 

• Comfortability in climbing ladders to access proper<es, roof, structures, etc.  

• Working outdoors in all different elements. 

• Must be able to drive for at least 4 hours per day at a <me. 

• Must be able to lii up to 50 pounds at <mes. 

• Communica<ng via phone & email. 

Supervisory Responsibili7es: 

• None. 

Travel: 

• Up to 100% - travel within Colorado Market and Regional to surrounding markets including but 
not limited to West, Mid-West, Southwest, & South Central US to support new and exis<ng 
clients.  

Benefits: 

• 401k aier one year of employment with a 4% company match. 

• Generous sick and vaca<on paid <me off. 

• $500 healthcare s<pend (monthly). 

• Parental leave and personal leave are offered for eligible employees. 

Work Environment: 

• On the road – traveling by car and by plane. 

• Working on a computer for extended periods of <me. 

• Exposed to outdoor elements and seasonal weather condi<ons. 

Addi7onal Eligibility Requirements: Pass background check and have a clean driving record. 

Affirma7ve Ac7on/EEO Statement:  
C3 Group, Inc. is commiQed to providing a safe and respeckul work environment that promotes diversity, 
equality, and inclusion in accordance with all applicable local, city and county, state, and federal laws. 
Addi<onally, the Company provides equal employment opportuni<es to all qualified applicants and 



employees regardless of race, sex (including gender iden<ty and pregnancy), sexual orienta<on, na<onal 
origin, religion, family or parental status, disability (including physical, mental or emo<onal), gene<c 
informa<on, military service, age, marital or civil union status or any other status as protected under 
federal, state or local law. 

ADA Disclosure: 
C3 Group, Inc. complies with federal and state disability laws and makes reasonable accommoda<on for 
applicants and employees with disabili<es. If reasonable accommoda<ons are needed to par<cipate in 
the job applica<on or interview process, or to perform essen<al job func<ons, and or to receive their 
benefits and privileges of employment please contact the Human Resources department. 

Signatures 
This job descrip<on has been approved by: 
  
Manager______________________________________     Date ________________ 
  
HR__________________________________________       Date _________________ 
  
Employee signature below indicates the employee's understanding of the requirements, essen<al 
func<ons, and du<es of the posi<on. 
  
Employee______________________________________     Date__________________ 


