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Our innovative and growing company is looking to fill the role of business
specialist. If you are looking for an exciting place to work, please take a look at the
list of qualifications below.

Responsibilities for business specialist

» Prepare and processes reimbursement documentation for speakers, staff,
faculty, consultants, and students

e Represent the college/department and serve on various department and
university committees

e Interact and maintain liaison with students, faculty, staff, and
outside/community agencies

e Generating reports in a timely and accurate manner and data manipulation
within an assigned business unit

» Working with data and analyzing it to provide a clear picture to both the sales
team and the leadership

» Efficiently supporting a team of sales associates who represent our
prestigious clients

o Seeks business solutions to respond to and correct metrics, establish quality
improvement, efficiency, and effectiveness

e Investigate production systems/applications issues, trouble shoot and
provide with timely solutions working in cooperation with IT support

e Perform systems and products configuration and set up

e Elicit and translate customer product requirements into comprehensive,
complete and accurate business, functional and non-functional requirements

Qualifications for business specialist

e Must have excellent decision making skills with a knowledge of requirements



High competency level with use of desktop tools such as SQL, Microsoft
Office suite, specifically EXCEL and POWERPOINT

Two years experience in a call center that uses automated tracking tools,
Required

Be familiar with the business planning process to ensure that resource plans
provide a view of the office space requirements well in advance of the actual
physical requirements to ensure space availability/planning

Be the TO lead for any facilities initiatives

Maintain a record of all floor plans and the groups that occupy each floor



