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SER Technology Corporation
Job Description

Job Title: 
Data Direct, Email and Direct Mail Letter Specialist
Department: 
Operations
Reports To: 
COO 
FLSA Status: 
Exempt

Revised Date: 
11/03/11
SUMMARY 

This position is charged with overseeing and implementing all aspects of the Data Direct Product as well as maintaining and designing letters, post cards and email direct marketing pieces for the Loan Generation Marketing Product. Position will be charged with taking ownership of the email marketing division of Loan Generation Marketing
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

This position works closely with company’s largest customer, its clients as well as internal data and programming teams to ensure leads are followed, contracts executed, data files received, properly formatted and processed through various processes for the accurate and timely execution of direct mail marketing campaigns of insurance products.  
Position must be able to communicate effectively with all levels within client and partner organizations in order to guide program through the process of implementation and maintenance including the negotiation and securing of contracts, data file collection and verification of usability as well as manage any changes and enhancements to both process as well as application required by client and their business partners. Position is not expected to be able to negotiate contract him or herself.
Position therefore works closely with management and application developers to act as a liason between client and company.

Position will be expected to acquire a strong understanding or direct mail/marketing of insurance products and of both federal and state specific insurance compliance, as well as federal and state level privacy legislation, including Gramm-Leach-Bliley and California Senate Bill 1 as it relates to the direct marketing of insurance products.
Position also designs marketing materials and collects client selections and change requests for Loan Generation Marketing letters and postcards and implements them as needed. This position is responsible for working through implementation and maintenance process to successfully execute client mailings and marketing efforts from receipt of contract and order form to authorization to print.  
Position will be charged with implementing and managing email marketing initiative of Loan Generation Marketing division.

The position works closely with the Sales and Account Manager as well as the Production Manager and Creative Director to ensure the direct marketing pieces and emails are generated and produced accurately and on time. 
Other activities as required by management from time to time.
Skills required to perform this position will be: 

Experience in direct mail marketing, email marketing and/or social networking marketing required. 
Proven ability to communicate effectively among all levels within an organization including executive management, management, customers, clients, IT and programming.
Detail oriented and flexible with process changes, upgrades and increase of workload as necessary.
Adept at analyzing situations and resolving problems with minimal supervision.
Strong MS Office skills including Word, Excel and Power Point with HTML; Adobe Photoshop; PDF Writer and preferably some Illustrator and Quark.
Solid design skills, project management and strong attention to detail.

Basic understanding of the banking and lending industry a plus.
SUPERVISORY RESPONSIBILITIES 

None at present, but may oversee others should products grow sufficiently.
QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Bachelor’s degree in Marketing or Business from a 4 year college or combination of Associate's degree, or equivalent from two-year college and two to four years related experience and/or training; or equivalent combination of extensive experience.

LANGUAGE SKILLS 

Ability to read and interpret documents.  Ability to communicate effectively both verbally and through written language and email with clients and vendors. Strong grasp of the English language for content creation.
MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands and fingers to handle, or feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand and walk.  The employee must frequently lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, ability to adjust focus and ability to discern subtle changes in color and tone as well as design.

WORK ENVIRONMENT  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

TRAVEL REQUIREMENTS  
There are no foreseeable travel requirements with this position.

GENERAL COMPANY EMPLOYMENT QUALIFICATIONS AND REQUIREMENTS

Employment at Ser Technology Corporation or any of its affiliates is predicated on submitting to the following and passing the acceptable standards as deemed by Ser:

· Complete background check for the previous 7 years in all jurisdictions in which candidate has resided over that period of time

· Previous employment verification

· Education verification

· Drug testing for alcohol and all controlled substances 

· Personnel hired prior to September 15, 2009 exempt

· Credit check

· Cross reference of candidate’s name against the following Global Watch List groups and any groups that may be added to this list from time to time 

· Bank of England Sanctions

· Commodity Futures Trading Commission List of Regulatory and Self-Regulatory Authorities

· Defense Trade Controls (DTC) Debarred parties

· FBI’s Most Wanted

· Financial Crimes Enforcement Network Special Alert List

· Foreign Agent Registrations

· International Police Most Wanted and Red Alerts

· Office of Foreign Asset Control (OFAC)

· OFAC – Palestinian Legislative Council

· OFAC – Enhanced Sanctioned Countries

· Office of Controller of Currency – Unauthorized Banks

· OSFI – Canada

· Politically Exposed Persons

· State Department Terrorist Exclusions

· Terrorists Inside and Outside of European Union

· United Nations Named Terrorists

· US Bureau of Industry and Security – Unverified Entities List

· US Bureau of Industry and Security – Denied Entities List

· US Bureau of Industry and Security – Denied Persons List

· World Bank Ineligible Firms

· Signature indicating compliance with the following and any updates that may need to be made to these documents from time to time – Ser management attests that employee will be made fully aware of any changes to these documents or any expectations prior to implementation:

· Ser Technology Code of Conduct

· General Non-Disclosure Agreement

· Non-Disclosure Regarding Sensitive Data Agreement

· Employee Handbook and Policies

· Once employed, candidate must agree to the following:

· An annual check against the above-referenced Global Watch List groups or any other groups that may be added to this list from time to time as deemed necessary by management 

· Verification of the employee’s Social Security number against the Social Security Administration’s recorded use of said number

· Further drug testing should the employee’s performance be deemed by management to be compromised to the extent that suspicion is raised regarding the existence of a substance abuse problem

· Report any criminal conviction while employed by Ser to management

______________________________         ______________________________

Employee Name
                                Manager Name
______________________________         ______________________________

Employee Signature                                    Manager Signature

______________________________

Date
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