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Job Title: Accounting Scanner Clerk





       Date: 3/11 

 

Job Summary
This position is accountable for scanning documentation for the accounting departments at the Corporate Office for retrieval and retention. 
Typical Duties and Responsibilities
· Scan, index, verify, and process a variety of documents in a timely manner.

· Monitor equipment for needed repairs and perform preventative equipment maintenance functions as directed.
· Ensure the integrity, accuracy, and reliability of scanned documents.

· Performs other duties as assigned or needed.
Requirements
Education:

· High School Diploma or equivalent

Experience:

· Must have excellent employment record.

· Operating computers with Microsoft Office (Excel, Word) preferred.

· Perform tasks requiring manual dexterity (e.g., process paperwork, data entry, etc.).

· Utilizing excellent verbal, written and inter-personal communication skills, establishing and maintaining a good rapport with co-workers, supervisors, buyers, etc.

Ability to:

· Prioritize and perform a variety of simultaneous tasks (multi-tasking).

· Establish and maintain good rapport with co-workers, supervisors, and others.

· Perform all tasks with integrity and extreme confidentiality.

· Work overtime when required.

· Perform duties with efficiency and accuracy.

· Bend frequently; continuously use hands to perform repetitive tasks and keyboarding; sit for extended periods of time; push objects weighing up to 19 pounds continuously.
Machines and Equipment Operated:
· Office machines (computer terminal, copier/scanner, 10-key, fax machine, telephone, etc)
The above statements are intended to describe the general nature of work performed by the employees assigned to this job.  All employees must comply with Company policies and applicable laws.  The responsibilities, duties and qualifications required of personnel may vary.  
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