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Our company is growing rapidly and is looking to fill the role of office 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 office analyst

 Prepare financial statement spreads, loan report, debt sheet, profile and
other ancillary documents necessary to complete the loan package for
Committee approval

e Manage the administration for (Master) Loan Agreements and internal
financing

e Obtain information for annual line renewals and new loan applications

e Gain an in depth knowledge of current business processes, inefficiencies,
issues and risk working closely with COO Product and business teams

e Conduct BRD/Requirement workshops for the requirement gathering phase
alongside COO business teams

e Provide BRD in a clear, unambiguous manner

» Propose relevant solutions and alternatives to meet business needs

e Create functional and design specifications, ensuring all stakeholders,
globally, are in agreement and provide sign off

e Ensure development and testing teams understand the requirements and
future state processes and that they are fully engaged early on in the project

e Provide on-going support to the technology and testing teams as required
reviewing of test cases, close out open issues/questions

Qualifications for office analyst

e Any ERP/CRM/retail system certification is a plus
e Hands-on experience in FO applications, retail/store operation, customer



Excellent listening, critical thinking and probing skills

Used to apply any requirement-analysis methodology to formalize
requirements in clear, concise and meaningful matter

Able to work independently and under minimum supervision

Knowledge and experience on Micros xStore, Siebel CRM is definitely an

advantage



