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	Job Title:
	IN-DHS-Scanning Clerk
	Region  :
	State of Indiana

	Position Type:
	Contract
	Job Code/ Req#:
	751206

	Location:
	Onsite
Worksite Address:
302 West Washington St. 
Indianapolis, IN 46204
	Agency Interview 
Type:

	Webcam only



	Req. Status:
	Open
	Start Date: 
	12/02/2024

	Expenses Allowed
	No
	End Date: 
	02/28/2025

	No. of Openings:
	2
	No New Submittals 
After:
	11/22/2024

	Max Submittals by 
Vendor per Opening:
	2
	Send Resumes to :
	resumes@taurusbiz.com

	Level/Salary Range :
	[bookmark: _GoBack]$18/hr on C2C 
	
	

	Requisition Description 

	
Short Description: Scanning Clerk

Complete Description:          
Accountant Clerk Scanners Job Description: 
Scan to an email, name the file, save to folder, and destroy (shred). 
This is an approximately 3-month assignment. 
These jobs are entry-level, data clerical positions and IN will train them. 
There are no special skills or systems they need to have. 
MSOffice is a plus.

Required/Desired Skills

	Skill 
	Required /Desired
	Amount 
	of Experience 

	High School Diploma or GED
	Required
	
	

	Ability to work independently
	Required
	
	

	Ability to attend to detail and maintain accuracy and confidentiality
	Required
	
	

	Ability to lift between 50 lbs. to 75 lbs.
	Required
	
	

	Prior experience with Microsoft Office.
	Highly desired
	
	



Questions:

	
	                                                           Description


	Question 1
	Absences greater than two weeks MUST be approved by CAI management in advance, and contact information must be provided to CAI so that the resource can be reached during his or her absence. The Client has the right to dismiss the resource if he or she does not return to work by the agreed upon date. Do you agree to this requirement?

	Question 2
	Please list candidate's email address.

	Question 3
	Please list the city and state where candidate currently resides.

	Question 4
	Position is on-site Monday thru Friday, from 8am to 4:30pm with 1 hour for lunch. Do you accept this requirement?

	Question 5
	Position is expected to be for 3 months duration to catch up backlog of scanning. End date is flexible dependent upon completion of project (could be sooner or later). Does candidate accept this requirement?

	Question 6
	Position requires the ability to lift between 50 to 75 lbs with frequent bending and lifting of file boxes. Does candidate have any restrictions with lifting and bending?

	Question 7
	Initial interviews will be via teams. Does candidate accept this requirement?
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