Office Services Scanning Assistant
Lincoln, Nebraska

The Foundation for Educational Services, Inc. (FES) seeks an Office Services Scanning Assistant in Lincoln, Nebraska.  This position provides general assistance to scanning related activities.  Support activities include the prepping, copying and scanning of a variety of files.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Scanning Process

· Responsible for daily scanning

· Responsible for prepping files

· Responsible for quality checking

· Document Storage and Control Center

· Filing of documents in files

· Pulling files as requested

· Keeping track of inventory 

· Provide assistance to other areas of Office Services Department as required

· Occasional assistance may be needed with general building maintenance including some custodial duties.

· Maintain record of inventory.

· Assist in the corporation's record retention process and disaster recovery program as required.

· Assistance may be needed with delivery of packages and other lifting of items as required.
· Occasional assistance may be needed with pick up and drop off mail at post office before or after working hours.
· Time tracking of all tasks will be required.

EDUCATION and/or EXPERIENCE 

· High school diploma or general education degree (GED); and one year related experience and/or training; or equivalent combination of education and experience.

· Knowledge of PC word processing and spreadsheet software required.

· Familiarity with general office procedures and telephone skills. 

· Ability to work on several projects simultaneously with frequent interruptions.  

· Ability to lift up to 50 lbs.

· Ability to operate computer based printing equipment.
· Ability to work under schedules in a task oriented environment.

· Valid Nebraska driver’s license required.  
· Successful completion of a background investigation is required.
FES offers a competitive salary and full benefits, including health, dental and life insurance; 401(k) with company match; tuition reimbursement; and a friendly, casual business environment.

If interested, send resume and salary requirements to:  hrd@fes.org or mail to:  FES – Human Resources, P.O. Box 82552, Lincoln, NE  68501-2552.
Equal Opportunity Employer
