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LEASE ADMINISTRATOR

Travelers Financial Corporation - Lease Administrator
Are you playing for the right team?  
Does your current team have a culture by default or design?
Do you want an opportunity to learn and work with the best in class team mates? 
Do you want to work with a company that has an outstanding track record? 
 
If you are high energy, driven and passionate we want you!   
 
Travelers Financial Corporation is one of the largest independent equipment and auto finance companies in Canada. Travelers offers a wide range of asset based financing solutions to commercial and industrial sectors including heavy equipment, aircraft, transportation, mining, gas, oil, manufacturing, construction and government infrastructure, as well as automobile leasing. Headquartered in Burnaby, BC, Travelers Financial Corporation has offices in BC, Alberta, Saskatchewan, Manitoba and Ontario.  
 
Lease Administrator

The Lease Administrator is responsible for the creation and funding of lease documentation in a fast paced, time sensitive, team environment.
 
Primary Responsibilities 

• Accurate completion of document packages in accordance with credit approval and within established departmental turnaround times
• Coordinating timing and documentation with sales, vendor and funder
• Assembling outgoing document and funding packages
• Preparing welcome letters
• Auditing contracts for compliance
• A/P and A/R requisitions
• Coordinate funding and resolve deficiencies
• Maintaining monthly business logs
• Database input and maintenance
• File preparation
• Responding to various internal and external inquiries
• Calculation of buyouts
• Preparation of correspondence
 
Qualifications

Completion of a post-secondary education (college or university) preferred.  Knowledge of MS Word and Excel.  Previous Lease Administrator experience preferred.  Experience in equipment leasing industry considered an asset.

If you would like to apply for this position, please send your resume and cover letter (quoting the position applied for in the subject line) to careers@travelersfinancial.com
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