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Rolls Filing Systems requires the services of a temporary employee for a File Conversion Project in the coming months and believe one of your students may 
fit the criteria. 

      
Scope of Work: 
· Approximately 1250 files to be Identified, transfer of documentation 

         into lateral file covers and labelled accordingly. (max. 7 labels per file)

· Work to be performed on site in JOLIMONT
Details of work to be carried out by Rolls Filing Systems temporary staff:
· Identify each of the files listed in the scope of work

· Remove documents from existing files, punch if required & transfer to lateral files
· Label each of the files in accordance to client instructions

· Insert converted files into Existing shelving unit in sequential order.


Requirements for Remuneration:
· Job to be performed within normal working hours and completed within the nominated time frame. [approximately 12 days / 85-90 hours].

· Work can be done either as full time or part-time to fit in with studies.
· Staff will be made aware of confidentiality guidelines and specific requirements of 

our client.
· Staff will be organized and supervised by Rolls Filing Systems.

· Rolls Filing Systems will bear all on-costs such as Work Cover, Insurance, Superannuation, Payroll Tax etc. 
· Travel to and from site will be responsibility of temporary staff member
Knowledge Requisites: 
· General understanding of Records Management Practices

Rate of remuneration: $ 18.00 per hour 
Please send brief resume indicting experience and qualifications to:

Mr Alan Bishop 
 

alan@rollspl.com.au   

Mob. 0418 835 733
