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Our growing company is looking to fill the role of operations processing. Thank
you in advance for taking a look at the list of responsibilities and qualifications. We

look forward to reviewing your resume.

Responsibilities for operations processing

e Drafting and Affirmation of Trades and Legal confirmations

e Understand legal aspects relating to confirmations

¢ File matured deals

e Administer a pipeline of loans

e Open new advisory accounts, update existing advisory accounts, and
terminate advisory accounts, in all systems used for the advisory platform

e Serve as a resource for the team by understanding and communicating
solutions to complex tasks

e Thorough understanding of all processes in order to assist in training
associates new to the department

e Lead by example by modeling the behavior and attitudes expected by the
team

e Prepares mail for imaging system

e Scans documents into imaging system

Qualifications for operations processing

e The ability to clearly communicate in verbal, non-verbal, and written forms to
clearly articulate thoughts

e Communication Skills-The ability to clearly communicate in verbal, non-verbal,
and written forms to clearly articulate thoughts

e Minimum of 5 years FPA or accounting experience

e Good ability to develop long term strategic plans






