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

Responsibilities for billing analyst

e On occasion, may lead projects, training or team meetings

e Administer the Billing Disputes Queue as assigned

e Manages external billing related inquiries and customer escalations daily,
while serving as an internal resource for customer invoicing and contract
questions

e Prepares and analyzes billing and revenue reports, reports on monthly
credits, cancellations, deactivations and reconciliations

 Full cycle billing support

e Trouble shoot and process corrections and updates to customer accounts

» Responsible for month-end billing clean-up

e Developing and maintaining departmental tracking spreadsheets

e Reporting and presenting monthly billing accuracy issues to management

 Analyzing phone metrics to provide recommendations regarding optimal

resources needed to enhance customer experience
Qualifications for billing analyst

e Must be fluent in Spanish and English (written and verbal)

» This position requires self-awareness and initiative

e Ability to use logic and reasoning to identify the strengths and weaknesses of
alternative solutions and conclude on the best approach to the problem

* Ability to follow and understand process and controls

e Ability to put in the time required to get the job done






