Example of Onboarding Associate Job Description
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Our innovative and growing company is searching for experienced candidates for
the position of onboarding associate. 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 associate

» Build and manage relationships within the business unit and with operations,
technology and CRM teams

e Build a particularly close working relationship with the sales and trading team

e Work with the on-boarding operations team to ensure all pre and post
account setups are completed accurately and in a timely manner

e Build and maintain relations with stakeholders in support of strategic system
delivery, client service and building a future model to support new and
evolving activity

e Work with Technical Teams on Project Delivery, define test strategy and
maintain test & use cases to facilitate user acceptance and regression testing

o Working with relevant stakeholder

e Lead with Technical Team to prioritize and deliver bug fixes and
enhancements based on business value

e Support Remediations and Renewals (R&R) team to execute records in global
systems and client documentation analysis as part of the approval of
customers being remediated and renewed

e Manage Remediation/Renewal portfolio - escalate outstanding
documentation and approval requests

e Partner with Local Relationship Managers (RMs)

Qualifications for onboarding associate



Assist both Line of Business and Clients with the regulatory adherence
process

Work on data clean up initiatives, remediation, re-engineering projects
Ability to organize large amount of information and documents
Documentation analysis experience preferred

Experience in similar positions is a plus



