Example of Operations Specialist Job Description
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Our company is growing rapidly and is looking to fill the role of operations
specialist. Please review the list of responsibilities and qualifications. While this is
our ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for operations specialist

e Compile and cross-reference reports

¢ Review and maintain on-line documents and quality assurance on large
reports

e Process FX confirmations and FX settlements utilizing electronic
confirmations processing systems

o Utilize internal systems to monitor settlements activity

e Ensure payments are released via processing systems to meet currency cut-
off times

e Support IT projects and new business objectives to ensure implementations
remain on schedule

e Ensure issues with implementations are escalated to management

e Error free und timely handling and processing of orders or manual bookings

e Supervision of processed cases

e Compliance with Sl 6 (Specialist Instructions No

Qualifications for operations specialist

Minimum of two years proven and progressive PCM Operations experience
or equivalent

Ability to sit or stand for extended periods

Basic operations experience - settlements, confirmations

Deep understanding of GFX products






