
Our company is searching for experienced candidates for the position of service
delivery coordinator. 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 service delivery coordinator

Focus on ensuring seamless delivery to all clients by administering and
allocating workloads across the captioning department
Understand the varying needs of our client base so that you can react quickly
and appropriately to incoming requirements
Understand the various software applications which are used to run the
operation, many of which are unique to our environment
Assist with and become an expert at resolving employee inquiries, creating
the necessary paperwork for processing and/or entering changes (personal
data, job information, reporting line changes, compensation changes, etc)
into the HR Systems SAP and ADP
Track throughout the order entry and delivery process until revenue is fully
realized, and keep customers and internal stakeholders updated on a regular
basis
Take ownership of resolving any rejected orders by working with the
appropriate expertise across the International organization and/or the
customer
Data entry experience in moderately complex systems
Basic understanding of HTML and online media management
Experience working with customers in collecting requirements and
deliverables for small projects
Excellent documentation skills with a proven ability to write clearly and
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Qualifications for service delivery coordinator

Clear and effective written and verbal communications skills preferred
Basic telecommunications technical knowledge
Able to gain the trust and respect of a team
Work in partnership with the regional centre and the Canadian business as a
key user and subject matter expert of Procure to Pay services
Represent Canada at regional cross-functional Accounts Payable, Indirect
Procurement and Finance Service Desk service delivery review meetings
Review and analyse Accounts Payable KPIs and recommend process
improvements


