Example of Business Services Coordinator Job
Description
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Our company is looking to fill the role of business services coordinator. Thank you
in advance for taking a look at the list of responsibilities and qualifications. We

look forward to reviewing your resume.

Responsibilities for business services coordinator

e Prepares daily deposits for all Auxiliary Services units

e Corrects discrepancies in reconciliations by adjusting student accounts and
initiating accounting entries in the GLS

» Processes all departmental purchase order invoices via recording receipts

e Work as an integral part of the Student Services team in planning and
conducting Tepper School student activities and functions

e Perform quality data loads & basic risk assessments

« |dentify and resolve routine discrepancies

e Compile and organize data from various sources

e Process requests for resources

e Distribute data between internal/external organizations

 Solve routine problems of limited scope and complexity by following
established practices and procedures

Qualifications for business services coordinator

e Ability to interact and communicate effectively with professional,
administrative and other personnel throughout the organization, both orally
and in written form

e Develops an understanding of internal project oriented operations and how
related functional areas in the project lifecycle interact to achieve results

e Applies research, information gathering and analytical skills to complex



e Contributes to own team/closely by ensuring quality and accuracy of team
output

* Builds strong relationships with customers and across project work streams to
improve services and ensure service levels are being met

e Builds productive internal relationships and collaborates with others to
achieve project objectives



