Account Maintenance Coordinator-Customer Service

Gelco Expense Management, Eden Prairie, Minn., is a global full-service provider of business expense management solutions. As a leading authority in expense management, Gelco offers a full range of services including expense reporting, payment and reimbursement, audit, reporting and analysis, fraud control and receipt management. Unlike a traditional provider of installed software, Gelco offers customers a totally outsourced suite of services that not only tracks and processes expenses, but also provides the consultation and administrative support needed to gain greater control of travel and entertainment expenses. A division of Gelco Information Network, Gelco Expense Management is the largest provider of global expense management and reimbursement programs processing more than 108,000 transactions and making payments of $20 million per day
Position Statement: 

To provide professional, exceptional and timely support to Gelco’s existing customer base and internal Gelco customers.  This requires planning, coordination and processing daily database updates and requests from client contacts and Gelco Information Network internal departments. 

Essential Functions:


· Processes excel formatted templates and ensure data will successfully load to internal system.

· Process all excel files of uploads, downloads, and mass rolls from existing clients and Gelco personnel. Develop a names’ list for the master file creation.

· Track and document all changes via Clarify (tracking tool).

· Consults and recommends changes to the client’s account based on analysis of client database needs.

· Provide training to client when called upon, to complete input/maintenance forms and use of Gelco database.
· Check all requests to ensure they are set up as a valid contact that allows them eligibility to send/receive files for Mass Processing to meet Sarbanes Oxley mandates.

· Process company policy .html files.

· Assist with manual maintenance questions and etc.
· Creates and maintains documentation integrity for all procedures for all Mass Processing, Extract files, and all downloads for all solutions, which includes creating and maintaining knowledge objects.

Special Skills Required to Perform Essential Functions:
· High School Diploma or GED equivalent.  

· Knowledge, experience, and skill set equivalent to the experience to the completion of a 2-year college education with emphasis in business, customer service and computer and Internet.
· Two to three years experience in a Client Relationship field. 

· Face to face and/or phone experience in a professional, problem-solving environment.

· Must be proficient in Access and Excel with a working knowledge of other Microsoft application software (i.e., Word) 

· Must understand and work within the following formatted files: .txt, .xml, .prn, .csv, .dat 

· Ability to communicate with individuals at all levels of an organization.

· Ability to set priorities, meet deadlines and work independently.

· Ability to work in a team environment and be open to change.

· Must be detail-oriented and accurate.

Job Specifications:

· This position requires working on a personal computer an average of 7 hours per day. 

· Must work overtime as needed to meet critical business objectives.
Gelco Information Network offers a competitive salary and benefits package including immediate medical and dental coverage, 401(k), bonus plan and tuition reimbursement.  To learn more about our organization visit www.gelco.com.  To apply, please email your cover letter, with salary requirements, and resume including requisition #058-07 in the subject line of your email, to careers@gelco.com, or mail your cover letter with requisition number and salary requirements and resume to:

Gelco Information Network

Attn:  Corporate Recruiting

10700 Prairie Lakes Drive

Eden Prairie, MN 55344

EOE/AA

NO AGENCIES or PHONE CALLS PLEASE

NO RELOCATION ASSISTANCE AVAILABLE

