[image: image1.png]N

QUICK
BRIDGE

FUNDING




Contact: Andrea Palacios  714-769-6621

or send resume to:

apalacios@quickbridgefunding.com

Position
Funding Coordinator
Job Description:
Quick Bridge Funding provides working capital loans to small and mid-sized businesses throughout the United States. 

We are currently hiring the full-time position of Funding Coordinator to be responsible for ensuring that all working capital loan packages are complete and funded in a timely manner. The funding coordinator will be responsible for developing positive and strong working relationships both internally and externally.


Responsibilities:


· Generate documents and addendums necessary to fund each business loan transaction.

· Performs a complete and thorough check of all incoming signed business loan documentation including auditing and verifying documents for accuracy using company guidelines.

· Possesses the ability to gather the proper supporting and required documentation.

· Works directly with the sales team and other departments to collect all items necessary to fund each business loan transaction.

· Maintains constant email and verbal communication with originating sales partners.

· Utilizes the internet and other resources to verify client information accuracy.

· Verbally confirms terms & conditions of contract with customer.

· High sense of urgency & work to a deadline.


Skills/ Qualifications:
· Strong organizational/prioritization skills.

· Professional demeanor and the ability to thrive efficiently in a fast paced environment.

· Strong and effective oral / written communications skills.

· Must be able to work independently and/or with a team.

· Must be able to use a financial calculator and be financially savvy with strong mathematical skills.

· Must be comfortable on the phone, and customer service experience is preferred. 
· Detail oriented attitude with the ability to multitask.

· Proficient with Microsoft Office software applications and Outlook for email. Must possess strong Excel, Access and Internet skills.

· Maintains strict confidentiality and exercises solid judgment to complete assigned tasks

· Demonstrates traits consistent with the company culture - drive and perseverance in accomplishing goals; sense of responsibility and integrity; effectiveness as a team member; adaptability to new projects; planning and organizational skills; accountability in your work: resourcefulness; energy and motivation to accept and complete tasks; enthusiasm for the business and their work.
