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	Position Description


	Position Title 
	Document Controller

	Reference
	DC

	Department
	IT

	Reporting Relationship
	Manager, IT

	Location
	Perth


	PURPOSE OF THE POSITION

	To accurately record, track and maintain documentation produced by various departments.


	KEY WORKING RELATIONSHIPS

	Internal All departments
External Compustore, Advanced Records Management


	RESPONSIBILITIES OF THIS POSITION

	· Build, manage and maintain a holistic electronic document management system for the company. 

· Configure, maintain and implement appropriate templates for document scanning.

· Create and maintain indexing of document database.

· Review, assess and implement new document control processes and requirements for existing users including, CHESS & Settlements, Financial Planning, Portfolio Administration, Corporate Finance and Individual Managed Accounts.

· Expand use of document control system throughout business by investigating, assessing and implementing new processes and requirements for various departments, including:

- scanning needs
- timeframes
- format
- index fields
- OCR (optical character recognition), 
- security access
- retention


· Coordinate and maintain all “off-site” document control requirements for all departments in a timely and accurate manner.

· Identify, amend / create client documentation that can use OCR capabilities, working closely with the marketing department. 

· Provide detailed training to end users on control of electronic files, scanning, searching and extracting information and the reproduction of hard copies from the document management system.

· Create appropriate training manual to assist end users.

· Oversee staff allocated to assist with document control e.g. scanning (junior, part-time and/or temporary staff).

· Work towards future scanning, recording and distribution of all incoming and outgoing mail.

· Undertaking future implementation of refined processes and systems in all offices nationwide.

· Undertake daily scanning for CHESS & Settlements Department, including CHESS Forms, Off-Market Applications and New Account Opening Forms.


	EDUCATION and QUALIFICATIONS

	· Minimum of 2 years experience in document control or similar position e.g. librarian.

· Experience using an electronic document management system – Alchemy is preferable but not essential.

· Previous experience in the financial services industry is preferable but not essential.


	ATTRIBUTES

	· Happy disposition and bright personality.
· Flexible and adaptable nature.
· Excellent interpersonal skills.
· Ability to handle pressure.
· Ability to work in a team environment.
· Ability to work independently.
· Proven initiative and self-motivation.
· Excellent database/document management and organisation skills.
· Proven common sense and strong attention to detail.
· Proven ability to prioritise.


	HOURS OF WORK

	Monday to Friday 8am to 5 pm.
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