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TÜV SÜD America Inc., a global leader in product safety, regulatory affairs and certification, has immediate openings in Peabody, Massachusetts for a:
Certification Coordinator
Responsibilities include, but are not limited to: 
· Provides administrative and clerical support to the Certification Engineers and Manager.
· Perform administrative review of reports to verify applicable documentation was submitted and review criteria were met.

· Perform accurate and timely data entry into the TUV computer system.

· Maintain paper and electronic filing of records.

· Composes and types routine correspondences; performs administrative tasks as may be required, to include but not restricted to, filing, copying, taking and distributing meeting minutes, proof reading, faxing documents, etc.

· Interfaces with external customers and providers, internal business and service units, other department members and the Certification Engineer to coordinate external and internal schedules.

· Communicate in a prompt, courteous and effective manner with internal and external customers in all circumstances including providing information, answering questions, and relaying messages.  
· All other duties as assigned by the Manager, MS Certification Body.

Requirements include, but are not limited to:
· High School Diploma required, advanced education preferred.
· Computer skills required.

· Ability to communicate information in an accurate, clear, and timely fashion, upward and lateral, including verbal, written and listening skills.
· The ability to manage time effectively and to plan, organize and prioritize tasks is critical.
· Reliable judgment that is consistent, adaptable to unusual situations, realistic, common-sense approach to job and problems.
TÜV SÜD America offers a competitive compensation package that includes health insurance and participation in the company 401(k) retirement savings plan. 

Please apply at our careers website www.tuvamerica.com or at careers@tuvam.com. 
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