
Our company is growing rapidly and is searching for experienced candidates for
the position of admin staff. Thank you in advance for taking a look at the list of
responsibilities and qualifications. We look forward to reviewing your resume.

Responsibilities for admin staff

Assist with the review of financial reports, information needed for N-1A and
N2 annual updates, N-SAR and other regulatory filings, quarterly board book
materials, and surveys to outside reporting agencies
Assist other department members with monitoring the daily pricing process
and ensuring that the pricing procedures are followed
Assist with the daily/monthly reporting of the offshore funds
Maintain a good understanding of service provider’s systems to run reports
as needed
Handles Client Inquiries and schedules appropriate personnel in accordance
with the staffing needs of the Health Care Service Firm (HCSF) following
agency guidelines, per diem budget and policy/procedure
Anticipates staffing needs and reassigns staff as appropriate
Develops and adapts new office procedures as required by organizational
changes or to ensure smooth office operation
Maintains and updates certified home health aides (CHHA) files, ensuring that
individuals are in compliance with state regulations
Maintains agency files and completes agency billing accurately and timely
Covers for On-Call Scheduler as needed takes call rotation and holiday
rotation

Qualifications for admin staff

6+ years of administrative experience preferably in a Human Resources
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Expertise with Hive, YARN, Spark, Impala, Kafka, SOLR, Oozie, Sentry,
Encryption, Hbase
Typically, you will have 7+ years’ experience as a technical SME with focus on
open source and Petabyte range data implementations
Appreciation of diverse LOBs and their data needs combined with deep
technical expertise are required for the role
Experience in tool Integration, automation, configuration management in GIT
Business acumen and technical expertise are both required for the role


