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POSITION:
Legal Coordinator
REPORTS TO:
Vice President 
OVERVIEW: 
Quick Bridge Funding provides working capital loans to small and mid-sized companies throughout the United States. With an innovative program we provide capital to an under-served market. The Legal Coordinator will be responsible for collecting, coordinating and processing all collections referrals of commercial loan agreements to outside third party agencies and law firms. 
CORE JOB RESPONSIBILITIES:
· Conduct negotiations on defaults and guide to resolution with customers.

· Create legal documentation package gathering all supporting documentation for legal processing.

· Refer legal documentation package to outside agency or law firm.

· Communicate with outside third parties and/or law firms their activities and recovery for each account.

· Track and analyze third party recovery performance regularly.

· Process, monitor and track third party expenses monthly.

QUALIFICATIONS/REQUIREMENTS:
· Minimum 5 years’ experience in legal collections

· Knowledge of legal default and bankruptcy processes

· Proficiency in Microsoft Office products (Excel, Word)

· Excellent verbal and written communication skills

· Excellent negotiation skills

Alanna Schorr Cole 
Manager of Human Resources 
333 City Boulevard West, Ste. 1910 
Orange, CA 92868 
acole@quickbridgefunding.com 
P: 714-912-2659 
F: 714-705-6631 
www.quickbridgefunding.com 


