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	Job title
	Fraud Specialist

	Reports to
	Manager of Fraud Operations

	Date
	2/27/15

	FLSA
	Non-exempt

	Location
	Scottsdale, AZ



Overview

The primary responsibility of the Fraud Specialist is to provide exceptional customer service and assistance to our customers. In situations where the customer has experienced the exposure of their personal information, the Fraud Specialist must be able to thoroughly interview the customer to understand the full extent of the situation, assess the risk level of the information exposed, and provide expert advice and recommendations. 

Duties and Responsibilities
Responsibilities include but are not limited to the following:

· Provide professional and courteous customer service and expert assistance to potential victims of identity theft 
· Conduct phone interview and compile information 
· Analyze information to determine the degree of risk of fraud or identity theft 
· Educate and advise potential victims of identity theft of appropriate steps to take to protect their identity 
· Gather, assemble and preserve customer facts and statements into database
· Prepare letters and initiate telephone communications to customers and credit bureaus
· Ability to multi-task and follow through on commitments 
· Maintain current knowledge of all new laws and regulations pertaining to identity theft
· Adhere to policies and procedures internally and comply with external regulations

Qualifications
· High school diploma required
· [bookmark: _GoBack]1-3 years fraud-related experience (such as identity theft, credit card, cell phone, mortgage) and/or customer service experience in financial services
· Proficiency with MS Office (Word, Excel), internet and database navigation
· Able to apply strong customer service as an empathetic listener
· Exceptional communication via telephone and writing skills required
· Ability to multi-task and follow through on diverse actions; strong organizational and time-management skills 
· Action orientation and focus on problem-solving
· Able to work independently and in a team environment


Working Environment
This position is in a professional office environment.  It requires the ability to communicate effectively in professional English.

There are no direct reports to this position.
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