
JOB DESCRIPTION

POSITION TITLE

Document Imaging Coordinator (Temporary)




REPORTS TO:

Controller 

PRIMARY FUNCTION: 
Perform production activities for supporting in-house document imaging document imaging data transition project for the Business Office. 
AREAS OF RESPONSIBILITY:

1. This includes preparing documents for scanning, operating scanning equipment, indexing documents for future retrieval and assuring the quality control of department images and files.  
2. The position will also delegate and oversee document-imaging duties performed by students.
3. Other duties as assigned.
CONTACTS:




Faculty, staff, and students

EDUCATION: 
Essential:
High School Diploma or equivalent


Desirable:
Post Secondary education or degree in a related program, business, administrative support or information management. 
EXPERIENCE:
Essential:
Minimum 2 years experience working in a networked environment, including data entry keyboarding and 10-key experience.


Desirable:
Indexing or cataloging experience. Working knowledge of document imaging software and scanning equipment. Experience working in a business office setting a plus. 
KNOWLEDGE, SKILLS, ABILITIES:

· Strong computer skills, including experience with Microsoft Office and document creation software such as Adobe Acrobat, are required.  Data entry keyboarding skills of 30-50 WPM.

· Strong aptitude for attention to details.

· Ability to adhere to documented processes and procedures.

· Ability to maintain confidentiality.

WORKING ENVIRONMENT:
Office Environment
WORK SCHEDULE:
FTE:




Term:
January 2010 – August 2010



Shift: 
up to 40 hours/week 8:00 am – 5:00 pm.

APPROVAL:                                                Angie Mathews

DATE:




January 2010

