Document Scanning Clerk


                          1/26/12
Insight Title Company, LLC (formerly Bankers & Lenders Title), a growing title company located in Creve Coeur, is currently seeking a full-time Document Scanning Clerk.  
This entry level position is responsible for scanning paper documents and uploading those files to the company’s computer system with an emphasis on speed and accuracy. This position will also be responsible for making local courier runs to various locations and will be the primary back-up for reception and order intake. The person in this position may also be required to function as floater in different areas of the company, as needed.
Scanning and uploading files requires sitting in one position for extended periods of time doing repetitive tasks.

Minimum education required is a high school diploma or equivalent; experience with computers is strongly desired. This position requires dependable transportation, a good driving record, and the ability to work responsibly with a certain level of independence. 

This is an hourly, benefits-eligible position. Benefits include medical, dental, and life insurance, 401k, paid holidays, and paid time off.

Final candidates will be required to pass pre-employment drug testing, driving record checks, and credit and criminal background checks. Insight Title Company, LLC is an Equal Opportunity Employer committed to workforce diversity.
Qualified candidates are invited to submit an on-line application to:
https://home.eease.adp.com/recruit/?id=1188931
