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AmericanChecked, Inc.

Job Description

Job Title:  Verification Specialist
Location:  AmericanChecked, Inc. (Corporate Office, Tulsa, OK)
Position Reports To:  VP of Client Services
Job Purpose:   Business, personal, education and military reference checks

Key Responsibilities:  

· Reporting to the VP of Client Services, the verification specialist shall provide a weekly progress report to the Company as needed, as well as verification documentation.

· The verification specialist shall conduct all verifications in full compliance with applicable law and regulation.

· The verification specialist shall use approved methods for obtaining verifications as stated in the Verifications manual and/or additional communications from AmericanChecked.

· The verification specialist shall provide timely communication as well as completion of requests as outlined in the Verifications manual and/or additional communications from AmericanChecked.

· The verification specialist shall review returned verification information to confirm the returned information matches the identity of the subject of the verification else communicate with AmericanChecked as to how to proceed.

· The verification specialist shall provide reinvestigation attempts when requested.  It is at the discretion of AmericanChecked as to whether or not the re investigation is chargeable a second time by the contractor

· The verification specialist shall document attempts to verify as outlined in the Verifications manual and/or additional communications from AmericanChecked.

· The verification specialist shall use the approved results format and procedures as outlined in the Verifications manual and/or additional communications from AmericanChecked.
· The verification specialist shall immediately shred any documents received that contain personal identifying information on the subject for verification once the necessary verification step has been completed.

· The verification specialist shall ensure that others do not have access to AmericanChecked screens or information included user name and passwords.

· The verification specialist shall ensure that user name and passwords are not saved by the system but are key entered to obtain system access.
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