Position: 

Finance/documentation Specialist  


Type: 


Permanent Full Time

Compensation:  
Negotiable 

Hours: 


Monday – Friday, 8:00 am – 5:00 pm 

Location: 

Los Angeles 

Position Description

Initiate documentation process on approved transactions including contacting customers to gather necessary information to produce lease documents. Extensive contact with vendors and financial institutions to  complete requirements for the funding of transactions. Reconcile invoices and structure transactions as well as pricing based on approval terms and lease rate factors. Negotiate terms and conditions with customers and vendors outlined in the lease documents.  High volume of transactions and extensive customer support on a fast pace environment. Ability to resolve customer issues and maintain relationships with customers, vendors and financial institutions.   

Qualifications

Minimum of two years of document preparation in equipment leasing.  Qualifying applicant (s) should possess strong analytical skills, highly organized, multi-task, excellent communication skills, high energy and self starter.  Ability to type a minimum of 40 WPM and computer skills are a must. Success in this position is highly dependant on ability to grasp concepts, application of policies and procedures as well as extensive reading and understanding of documentation requirements and professional approach. 

Company Description

Jules and Associates, Inc. which is located in the financial district of downtown Los Angeles was founded in 1989, is a leader in corporate financing. We provide lease and debt financing services for a variety of public and private companies throughout the United States ranging from manufacturers to service related companies. For further information, please visit our website at www.julesandassociates.com. 

How to apply: 

Send resume to: 

Jules and Associates, Inc. 

Attn: Operations Dept. 

515 S. Figueroa Street, Suite 1950

Los Angeles, CA 90071

or e-mail resume to:    operations@julesandassociates. com. 

