
Pension Corporation of America 
2133 Luray Avenue 

Cincinnati, OH  45206 
 

Position Description 
 

Pension Corporation of America (PCA), a national retirement plan administration and consulting firm, specializes in providing plan 
design and consulting, daily administration and investment advisory services. Locally owned and a member of Alliance Benefit Group, 

PCA is positioned to provide customized administration, investment and employee communication services to plan sponsors in the local 
Cincinnati and Dayton areas. PCA is conveniently located 5 minutes from downtown Cincinnati near Eden Park.  

Visit our website www.pencorp.com 
 

Join our Transaction Processing Team as a Distribution Associate. 

 

Job Title: Transaction Processor - Distribution Associate   

 

General Function: Process 401(k) plan distributions.   

  
Perfect Entry Level Position for: 

 Recent college graduate or successful college experience helpful. 

 Strong administrative work experience helpful. 

 

Gain knowledge and experience in Retirement Plan Administration: 

 On the job training provides the employee hands on experience. 

 Industry Education sponsored by PCA through ASPPA (America Society of Pension Professionals and Actuaries) provides 

the employee the Certification and Designation needed for career in Retirement Plan Administration. 

 

Education/Experience:      

 Bachelor’s degree or equivalent work experience helpful. 

 ASPPA Designation helpful or desire to achieve ASPPA Credentials. 

 Retirement planning industry or financial services industry experience valuable. 

 

General Responsibilities: 

 Monitor tracking file for active distributions. 

 Calculate and process distributions in good order. 

 Request checks for distributions processed. 

 Handle client contact concerning distributions including follow-up for approval on terminated employees. 

 Run employee data extract from recordkeeping system. 

 Scrub data for review. 

 Locating participants that are categorized as unable to locate. 

 Locating participants that have uncashed checks. 

 Processing check requests that need to have a stop pay and reissue. 

 

Knowledge/Skills:  

 Strong organizational and analytical skills.  Strong attention to detail. 

 Strong time management skills.  Ability to prioritize workflow and ensure duties are completed by DOL distribution 

deadlines in addition to internal deadlines.  

 Good communication skills.  Able to interact well with internal associates and outside vendors. 

 Able to work well under stress created by time deadlines, workflow volume changes, and a fast-paced work environment 

with frequent interruptions. 

 Strong data processing skills. 

 Ability to recommend process improvements to reduce financial risk and increase efficiency in contribution and 

distribution processing. 

 Commitment to teamwork and professional development. 

 Commitment to customer service. 

 

Software Programs: 

 Strong foundation with Microsoft Office applications. 

 Strong Microsoft Excel experience. 

 Knowledge of the Schwab Retirement Technologies (SRT) recordkeeping system valuable. 

 Familiar with Adobe software. 

http://www.pencorp.com/

