	
	Title:      

Department:

Reports to:


	Academic Records Specialist – Three Month Assignment  
Academic Records

Manager of Academic Records



	Purpose:
To ensure the accurate and timely entry, processing and distribution of mail, academic documents and information into WES systems to facilitate the seamless flow of WES business


	Key Result Areas:
· Review and distribute all files on the day they arrive

· Return original documents to applicants after they are scanned in the system

· Review and process faxes, emails, and challenges as required

· Review scanned/reviewed files and discard non-original documents

· Efficiently enter and process incoming mail and documents


	Relationships:

	Internal:

· Customer Services staff

· Accounting staff

· Marketing staff

· Regional Offices 

· External staff
	External:

· Applicants

	Primary Duties and Responsibilities (may overlap with Key Results Areas – responsibilities vary by individual):
· Review and process academic records and correspondence from institutions

· Retrieve documents and troubleshoot for other departments at WES

· Return original documents

· Purge files


	Secondary Duties and Responsibilities (may overlap with Key Results Areas):
· Assist with all processes in the Academic Records Department as required.


	Expected Performance Outcomes:
· Document processed meet WES standards 

· Zero missing documents (all files coming into department, go out of department)

· Incoming mail and academic documents are entered, processed and scanned  in an accurate and efficient manner on the day received

	Required Competencies and Characteristics:

	Competencies:
· High school or 2 years comparable work experience

· Excellent computer skills including Microsoft Office and experience working with databases

· Experience in an office setting, particularly handling large numbers of records/documents

· Good oral and written communication skills
	Characteristics:

· Positive team player

· Able to maintain a positive attitude and produce accurate work while dealing with daily repetitive tasks

· Ability to multi-task

· Organized and detail-oriented

· Creative and effective problem solver

· Approachable, accountable and able to accept constructive criticism

· Understands and upholds security protocols

	To Apply:

Those interested should submit their resume and cover letter to:

World Education Services

Human Resources Department

2 Carlton Street, Suite 1400

Toronto, ON, M5B 1J3

Email: hrcan@wes.org



	This job description should not be misconstrued as being all inclusive.

Other duties and responsibilities may be assigned on an occasional or ongoing basis by superiors


WES








