Example of Processing Clerk Job Description
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Our innovative and growing company is searching for experienced candidates for
the position of processing clerk. 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 processing clerk

e Must be able to acquire and retain knowledge of industry rules and best
practices regarding basic brokerage account operations

e Basic knowledge of IRA and Qualified Retirement Plans and be able to
interpret legal documents is a plus

e Other duties may include special projects, cross-training and distributing mail
and other duties as assigned

e Entering and managing sales orders from customers in SAP system

e Review of orders from the perspective of quantity and value correctness

e Ongoing support towards customer needs

e Runs weekly/daily reports and is responsible for formatting

 As directed by buyer, input designated SKU’s for markdown into appropriate
merchandising system

e Auditing corporate credit cards statements that have been submitted for
payment or reimbursement

e Communicating with card holder to resolve any issues via phone, email,
and/or chat

Qualifications for processing clerk
 Ability to exercise extreme confidentiality, creativity and resourcefulness in

researching sensitive biographical information
e Ability to think independently and make conscious decisions based on



¢ Ability to handle money securely

 Ability to interpret information and exercise sound judgment

 Ability to work collaboratively with co-workers, other departments, and
University colleagues



