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New Business Specialist
We are looking for someone who is driven and result oriented. This role is focused on contacting carrier companies in the financial industry to follow up fun transfer request and client calls. This person must be organized and comfortable making phone calls to companies and individuals. In addition this role will have some opportunity to contact potential clients for setting up appointments and following up on individuals whom still require scheduling their requested appointments.
[bookmark: _Hlk73009207]Responsibilities:
· Monitor, track and follow up on fund transfer transactions with a variety of carriers.
· Communicate directly with carrier via calls and emails to assure paperwork and funds are transferring within the required timeline  
· Communicate status updates to clients. 
· Ensure that transaction timeline is executed in accordance to the client’s expectations
Qualifications:
· High school degree or higher
· Proven working experience in similar roles
· Proficient with Microsoft Office Suite
· Professional appearance
· Solid communication skills both written and verbal
· Ability to be resourceful and proactive in dealing with issues
· Ability to organize, multitask, prioritize and work under pressure 
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