Intake Specialist
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Insight Title Company, LLC (formerly Bankers & Lenders Title), a growing title company in Creve Coeur, MO, is currently seeking an Order Intake Specialist. Insight Title Company continually strives for excellence in interactions with all customers, and seeks candidates who share this approach to total satisfaction customer service.

Primary among the duties of the Intake Specialist position is the responsibility for coordinating the order intake process, which includes receiving title orders via e-mail, fax, or delivery, and entering order data into the computer system. This position will also facilitate the completion of title search and exam by assigning title searches to the appropriate resource (internal or external vendor) and maintaining an order tracking log.

The Intake Specialist will cross-train and perform the duties of the Receptionist and the Vendor Management Specialist when needed.

Candidates for this position must possess a high school diploma and have a minimum of 1-2 years general office experience. Successful candidates will be committed to providing exceptional customer service to internal and external customers alike. Prior experience in the title, real estate, mortgage or legal industries is preferred. 
Final candidates for this position will be required to pass pre-employment drug-screening and credit and criminal background checks. Insight Title Company, LLC is an Equal Opportunity Employer dedicated to workforce diversity.
To be considered for this position, candidates must submit an on-line application at: https://home.eease.adp.com/recruit/?id=1188921
