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[bookmark: SampleJobDescriptions_01.pdf]FINANCE ASSOCIATE SAMPLE JOB DESCRIPTION



The following Sample Job Description is provided to you as an MRAA member benefit via the MRAA Resource Center. While we’ve worked to provide a comprehensive Sample Job Description, covering most of the duties for the position noted above, this document is intended to be a sample only, and MRAA makes no warranties on the document or
its legality in any specific state. MRAA recommends that you check with your particular state to ensure compliance. By using the Sample Job Description, you agree to hold harmless and indemnify MRAA from any claims that may arise from your use of this document, including, but not limited to, any claims or causes of action initiated by employees of your business and the use of the Sample Job Description.

[bookmark: SampleJobDescriptions_03.pdf]Position Title: Finance Associate
Reports To: [Insert Title]


As a finance associate, you will assist and support the business in all aspects of boat purchase closings and/or associated paperwork.

Job Duties/Responsibilities:
· Generate all necessary paperwork in conjunction with the sale of a boat, motor and trailer
· Prepare and maintain complete and accurate records (contracts, documentation, invoices, etc)
· Maintain productive relationships with lenders, vendors, consultants and other company personnel
· Assist in maintaining company records in accordance with established systems and applicable laws
· Timely follow through on all processes to include: Fundings, Titles, Documentation, Registrations, Warranty Registrations, etc
· Assist with daily office functions
· To be available for other company assignments as required

Requirements:
· A high school diploma or equivalent (college degree preferred)
· Professional appearance
· Outgoing personality with ability to sell intangible financial products
· Ability to communicate at a high level, both verbally and in writing
· Organizational and computer skills are required for the position
· Be team-oriented, self-motivated, and process driven
· Prior finance or insurance, and/or prior marina/boat sales experience helpful
· Have a valid state driver’s license
· Ability to pass a pre-employment background/drug screen

How to Apply:
[Insert Instructions Here]
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