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Team Member

Digital Mailroom

Position Description:
DataServ automates global B2B transaction processes delivering tailored SaaS solutions and services for H2R, P2P, and Q2C departments in multiple industries across 23 countries.

The Digital Mailroom Team Member is responsible for preparing client documents for the approval process through the DataServ software-as-a-service (SaaS) platform.  This position also conducts quality assurance on Financial and Human Resource documents assuring business and company objectives are met.  The Team Member is required to meet specific production and accuracy goals.  
The DM Team Member consults with the Team Lead to resolve quality, production, and efficiency problems.  This position reports to the DM Team lead.

RESPONSIBILITIES 
· Develops a knowledge base of the clients assigned to their team.

· Prepares paper volume to be scanned for 60% of the shift.

· Indexes and/or verifies documents through Input Accel or the Invoice Processing Machine (IPM) for 20% of the shift.
· Performs Quality Assurance on clients assigned to their team for 20% of the shift.
· Maintains operating procedures and communicates changes on assigned clients.
· Improves client experience through the feedback cycle.
· Improves department efficiency and accuracy through feedback.
Qualification and Requirements:

· High school diploma or equivalent

· Minimum 6 months to 1-year of experience in imaging operations, data entry or related area.

· Strong interpersonal skills, a positive attitude, and ability to collaborate.
· Strong proofreading skills.
· Proven analytical thinking and problem-solving skills.
· Excellent communication skills; verbal, written and listening.
· Ability and desire to thrive in a team-oriented, fast-paced environment.
· Comfortable with learning and using proprietary software.

· Must meet set production and accuracy levels.
· Must be able to occasionally lift up to 30 pounds.
I have received a copy of this job description and reviewed the responsibilities of this position.  I understand that if I have any questions about the duties or responsibilities of this position, I will speak to my manager or supervisor.

__________________________________

_________

Employee Signature




Date

Please Note:  This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.
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