Example of Bilingual Specialist Job Description
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Our company is looking for a bilingual specialist. Thank you in advance for taking a
look at the list of responsibilities and qualifications. We look forward to reviewing
your resume.

Responsibilities for bilingual specialist

» Speaking to clients and families and explaining the program

¢ Talking to doctors and members and handling authorizations

e Providing front desk administrative support

o Take ownership and accountability for the resolution of escalated fraud
issues/activity and concerns

e Prepare required documentation and pertinent follow-up tracking

e Responsible to maintain strict confidentiality at all times given the sensitive
nature of internal investigations

» Report potential high-risk situations to management and execute ad-hoc
queries as directed by Manager to assist fraud detection

e l|dentify service/operational inefficiencies and makes recommendations for
value added enhancements to appropriate entities

e Ensure adherence of Operations Risk, Compliance and AML policies,
processes and procedures as per Folio guidelines to mitigate
operational/credit risk

e Proactively assesse obstacles and identifies efficiency and effectiveness

opportunities to improve overall performance
Qualifications for bilingual specialist
 Ability to lead small department projects

e Knowledge of various types of business clients
e Experience with the Phone Channel authentication process would be



e Enthusiastic team players and willing to take an active role in campaigns, and
business and team building initiatives

e 3 years of collections or QA experience

e Fluent in oral and written French



