
Our company is searching for experienced candidates for the position of
operations processor. If you are looking for an exciting place to work, please take
a look at the list of qualifications below.

Responsibilities for operations processor

May handle LC advising, issuing, payment, and finance
May handling LC advising, issuing, payment, and financial transactions as
needed
Ensure prompt notification to clients on voluntary corporate action events
such as rights, dividend with options, expiry of warrants, redemption
Gathers, compiles, sorts and verifies source documents to organize and
streamline workflow
In a timely and effective manner, reads source documents and enters data in
specific data fields using keyboards or scanners
Communicates with clients and participants to answer questions or explain
information
Assists in resolving issues for clients
Upon issue resolution, enters or changes data in the system to reflect current
and correct information
Receive and Investigate referrals
Develop and complete case documentation within departmental, regulatory
and compliance standards

Qualifications for operations processor

Comprehension of required loan documentation title products,flood
certifications,income,trusts,etc
May prepare various activities such as preparing banking office deposits for
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Associates Degree or corresponding level of experience
2 years loan processing, escrow, or mortgage servicing required
Proficiency in Microsoft office and mortgage systems


