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Our innovative and growing company is searching for experienced candidates for
the position of processing manager. 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 manager

e Perform loan database functions for receipt of borrower and other funds and
request payments for invoices, retainers

e Conduct monthly processing and training meetings

» Coordinate and conduct training for new processors

e Monitor daily reports to identify risks to achieving performance standards
from a quality, timeliness and throughput perspective

e Provide leadership and display enthusiastic commitment to behaviors and
values consistent with creating a positive, motivating and collaborative work
climate

e Ensure both consistency of and compliance with DMCS project
policies/procedures and performance standards

e Perform audits and inspections of inventory and facilities

e Complete administrative tasks and reporting functions on a timely basis

e Oversee proper programming and use of precision electronic equipment
(DSI's marination, tumblers, IPM, Marel)

o Effective and efficient management meeting all quality and productivity goals
Qualifications for processing manager
o Ability to understand and interpret written requirements to assure adherence

to documented procedures
e Proficient in state payroll tax laws and reqgulations and is able to relay that



5 years of multi-state payroll

 Substantial knowledge of payroll requirements including payroll taxes,
employee benefit programs, 401(k), garnishments, disability and other self
directed deduction programs

e Team player who is a change agent with the proven ability to multi-task and
meet tight deadlines and the willingness to work extra hours if needed



