This position is located in Rahway, NJ, and is a contract opportunity.

We need a strong project lead/Supervisor to work with the project team executing the plan for consolidating multiple record centers at the Client. The successful candidate will be interfacing with Atlas team members, members of the client company at multiple locations and other vendors involved in this project. The candidate will be handling the day-to-day tasks of the team and working through issues that arise through the day.  The candidate will be required to generate daily/weekly/monthly reports to identify the volumes and dispositions of records handled during the relocation activities. Candidate will be responsible for managing staff (5-12) that will be involved in scanning/validating client documents and/or processing documents at closing sites as well as the client's main records center. Must work well in a team environment and require minimum supervision. Experience in Records Mgt, digital document scanning and validation desired but not required.

 

· Experience on a records management consolidation project in Pharmaceuticals or Financial Services a plus. 

· Requires excellent communication skills and proficiency in using Microsoft Office suite (word, excel, PowerPoint) 

· The Lead will report up to the Atlas PM responsible for the overall success and execution of the project.

· Position is located in Rahway but travel between Client sites in NJ and PA is expected.

Steve Yetter

Director Of Recruiting

Atlas Data Systems

560 Springfield Avenue

Westfield, NJ 07090

908-233-3443 x2180 (phone)

908-233-7644 (fax)

