Example of Onboarding Analyst Job Description
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Our company is growing rapidly and is searching for experienced candidates for
the position of onboarding analyst. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for onboarding analyst

e Review processes associated with GCP and onboarding

» Coordinate the onboarding activities of all new hire employees to the
corporate Marketing department

e Arrange necessary equipment and system access to be available on 1st day

e Confirm / secure space assignment

e Prepare 1st day agenda and provide to the new employee prior to start date

o Check in with employees periodically in the first 30 days and at periodic
intervals thereafter to address questions they may have

e Maintain Marketing-specific new hire and on-boarding online sites

e Responsible for completing KYC, opening of current accounts and setting up
of domestic cash management products and services such as BACS, internet
banking and SWIFT

e Ensure all mandate amendments are submitted accurately and efficiently to
third party suppliers

e Maintain effective reporting tools and controls in order to provide progress
updates to internal and external stakeholders

Qualifications for onboarding analyst
e Superior technical skills developed through relevant academic or work

experience

e Desire to learn new technologies related to foreign exchange



e Strong communication skills with a professional manner through multiple
channels (telephone, webinar)

e Strong PC skills including MS Office (Excel & PowerPoint), , the ability to learn
new applications



