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AmericanChecked, Inc.

Job Description

Job Title:  Research Analyst I, II and III
Location:  AmericanChecked, Inc. (Corporate Office, Tulsa, OK)

Position Reports To:  Manager of Operations
Job Purpose:  Process orders and provide quality customer service to clients.
Key Responsibilities:

· Handle customer calls or forward call to appropriate person

· Process Criminal Records which may include State Criminal Records, Count y Criminal Records, Federal Criminal Records, MVRs, Credit Reports, Business Credit Reports, Volunteer Checks, Drug Record Results, Nationwide Database, SSN Tracs, Homeland Security Reports, Professional License Verifications, Work Comp Records and Bankruptcy Results
· Order Criminal Track Records 

· May include processing of Employment, Education and Reference Checks
· Knowledge and understanding of court terminology, as well as understanding the various jurisdictional court differences.  Clear understanding of the critical nature of this responsibility and its importance to consumers, clients and AmericanChecked

· Work with Manager of Operations to maintain current SOP’s on products and processes

· Enter customer orders
· Research Criminal Record and Nationwide Database hits
· Deliver completed reports
· Answer phones in a professional and courteous manner
· Perform all other tasks assigned 
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