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Trainee Consultant

· Graduate opportunity

· Contract Position (6 months)

· Innovative organisation, driving change management

Manage Your Information (MYI) provides consultancy services in document and records management to commercial and not-for-profit organisations. We design people-oriented, technology-neutral approaches to managing document-based information across the whole organisation.

 

MYI is looking for an enthusiastic, customer-focussed person to assist in the delivery of document management solutions to its clients. You will be responsible for:

· analysing and documenting client processes 
· supporting implementation of document management solutions via change management activities 
· identifying the fundamental causes of records & document management problems, presenting options for resolution and facilitating agreement on the solution to the problems
· supporting other team members via general project support activities

 
To be successful in this growing organisation you will be computer literate in MS Word and MS Excel, with the ability to learn new software packages with speed and ease. Your attention to detail is balanced by awareness of, and reference to, ‘big picture’ requirements. You are adaptable & versatile, capable of working with people from a range of backgrounds and levels within organisations. Tertiary qualifications in Records Management, Information and Library Studies Librarianship, Corporate Information Management or Information Management would be highly desirable.

Please contact Judith Morrisey on 9473 1001 or email your resume to jmorrisey@myi.com.au






