Arizona Industries for the Blind

JOB ANNOUNCEMENT
OPENING DATE: 7/27/16
CLOSING DATE: Until Filled
Title:
Document Handler – UNCOVERED 


Document Imaging Unit, Phoenix, AZ
Description:  Under general supervision, this position is responsible for converting large volumes of paper documents into an electronic record through established procedures.   

Example of Duties:

1. On a daily basis, prepare paper documents for scanning: remove staples, paper clips, etc.., and insert break pages.

2. Cognitive ability to recognize a variety of different types of documents and sort them accordingly. 

3. Identify small pages and post-it notes and tape them to blank pages for automatic feeding at the scanner.

4. Identify large pages and delicate documents for exception handling during scanning.

5. Determine the correct scanner settings to ensure the quality of each document

6. Set-up and operate a variety of scanners such as an automatic feeder, flatbed scanner, and large format scanner.  

7. Analyze images for clarity and accuracy.

8. Index scanned images.

9. Responsible for daily maintenance (cleaning) of scanners to ensure image quality.

10. Other duties as assigned by supervisor.

Knowledge, Skills & Abilities:

1. Strong problem solving skills.

2. Knowledge of computers and electronic imaging equipment.

3. Ability to type 30 words per minute

4. Ability to maintain file structure and organization of paper and electronic documents. 

5. Maintain confidentiality of work related information and material.
6. Ability to pay attention to detail, accuracy and follow through

7. Ability to effectively use interpersonal and communication skills including tact and diplomacy.

8. Ability to consistently report to work on time prepared to perform duties of position.
9. Ability to meet department productivity and quality standards.
10. Ability to work in a team environment and as an individual contributor.

11. Ability to receive, comprehend, and respond appropriately to direction.

12. Ability to follow agency policies and procedures. 

13. Ability to perform a variety of tasks within the business unit. 
14. Ability to communicate effectively in English.

15. Ability to work overtime hours as needed.

Minimum Qualifications:

1. High School diploma or GED.

2. Experience in a clerical position preferred. 

3. One-year general computer experience.  

4. One-year experience working in a team environment.

How to Apply:  Email resume to dclayton@azdes.gov or mail resume to Arizona Industries for the Blind, 515 N. 51st Ave, Ste 130, Phoenix, AZ 85043, Attn:  Dana Clayton
AN EQUAL EMPLOYMENT/AFFIRMATIVE ACTION/REASONABLE ACCOMMODATION EMPLOYER

As an equal opportunity employer, AIB will not discriminate against employees or applicants for employment on any legally recognized basis including, but not limited to, military or veteran status, race, color, national origin, age, religion, disability, sex, marital status, parental status, sexual orientation, gender identity, genetic information, political beliefs or any other area protected by law.
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