Example of Analyst, Contract Job Description
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Our company is growing rapidly and is looking for an analyst, contract. 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 analyst, contract

» Reviews CL/MBI policies for acceptance and proper completion

e Prepares held offering letters for Supervisor review and signature for
contracts that do not meet system credit approval

e Reviews and maintains the Contract Analyst Desk Reference Handbook

e Prepares dealer correspondence as required

¢ Assists DSSO management with miscellaneous typing and filing

» Responsible for ensuring that where Contracting is deployed, all contract
risks and issues are identified, contract compliance is maintained and issues
resolved

e Assist with preparation of quarterly compliance monitoring plans

e Conduct monitoring of prioritized risk areas

e Prepare for and support audits and drive resulting including the retention,
organization and document management of compliance records and
coordinate the implementation of corrective actions as required

o Contribute to the development and implementation of training and education

activities
Qualifications for analyst, contract
e Assist to investigateliability claims cases including collating data for analysis

and coordinating payment
e Excellent communication skills required for interactions with customers on



Minimum 3 years prior experience required, including 1 year prior
accounting/finance/participation experience

Entertainment or legal industry experience preferred

Experience with royalties reporting software preferred

Proficiency in use of Company’s financial planning and reporting systems
preferred (SAP P08, FDW and BPC)



