SAQAEGPS JOIN OUR TEAM!

' ECONOMIC GROUP
4DV reNsION SERVICES

OPEN POSITION: Transaction Specialist
LOCATION: Remote

The Transaction Specio|is+ works in a team environment and is measured by the accurate and Hme|y
processing of retirement p|cm distributions, loan requests, and contribution files. This position will be
responsible for data entry and filing, as well as any internal projects assigned. The Transaction Specialist
position requires strong orgonizoﬂono| skills, attention to detail and excepﬁon0| fime management.

ESSENTIAL FUNCTIONS:

° Comp|e‘re processing, quo|i’ry control, moniforing and confirmation of distribution and loan requests as
well as any internal p|0n level distribution initiatives

e Achieve ossigned goo|s related to turnaround times and accuracy, with attention to detail
e Support various yeor—end tasks, inc|uding de|ivery of proper notices and processing RMDs
e Assist with periodic reporfing and fo||ow—up for various projects and administrative support
e Work with providers tfo set up accurate tfransaction processing with |o|on sponsors

e Facilitate participant calls when appropriate

e Work with Retirement Plan Consultants to resolve loan & distribution issues

e Communicate significonf issues and exceptions fo an appropriate higher level of oufhorify within the
organization in a Hme|y manner

e  Other duties as ossigned, e.g., database c|eonup, office events, scanning & fi|ing, and deporfmenf support
as needed.

QUALIFICATIONS: rL *
\ . .

° Pos*—secondary education, or equivct|en’r business experience

e Previous client service experience, preferob|y in an office
management environment

e Advanced knowledge of MS Office Suite

e Builds and sustains re|ofions|’1ips to work co||oboroﬂve|\/ and
cooperoﬂve|y as a member of a team

o [Effective prob|em so|ving and communication skills

° Abi|i+y tfo manage chonge effec‘rive|y

HOW TO APPLY:

Interested candidates should opp|y by submi’r’ring resume fto
HR@egps.com.
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