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The Kroger Co.

KASH Position Profile 

Position Title:  Imaging Specialist





Enterprise Job Code:  1540112  

Department:  Kroger Imaging Center
 



Position Reports To:  Kroger Imaging Manager 


Position Supervises:  N/A  


Pay Level: 13 





FLSA Status:  Non-Exempt

Profile last updated: March 14, 2014 


 
Position Summary:

This position requires the individual to prepare documents to be scanned, scan documents with a production scanner, and input document key values into the Kofax system.  This position also will be responsible for auditing new hire packets by ensuring that all appropriate pages are received and routed to Content Manager for storage.  Occasionally this position will be required to find paper documents stored in the warehouse and audit these images in Content Manager.  Role model and demonstrate the company’s core values of respect, honesty, integrity, diversity, inclusion and safety of others.
Essential Job Functions:
· Meet deadlines in this high-volume imaging environment while maintaining quality work.

· Prepare documents to be scanned according to guidelines.

· Scan documents into imaging system using production scanners.

· Identify certain HR documents by sight.

· Input document key values into the Kofax system and verify these results.
· Review new hire packets in the New Hire Workflow Application to make sure all pages have been received.

· Find paper documents stored in the warehouse and audit these images in Content Manager.

· Must be able to perform the essential functions of this position with or without reasonable accommodation. 
Behaviors/Skills: 

Some of the behaviors needed to successfully perform this position are:

Leadership Behaviors:

· Puts the Customer First - Anticipates customer needs, champions for the customer, acts with customers in mind, exceeds customers’ expectations, gains customers’ trust and respect. 

· Communicates Effectively and Candidly - Communicates clearly and directly, is approachable, relates well to others, engages people and helps them understand change, provides and seeks feedback, articulates clearly, actively listens.

· Achieves Results Through Teamwork – Is open to diverse ideas, works inclusively and collaboratively, holds self and others accountable, involves others to accomplish individual and team goals.

· Leads Through Positive Influence – Demonstrates strong character, builds partnerships, models a conscious balance between work and personal life, takes personal responsibility for own development, role models leadership qualities such as motivation, inspiration, passion and trust.

· Coaches and Develops Others - Develops and cares about associates, builds effective teams, helps people be their best, values and manages diversity, provides candid and constructive feedback.

· Leads Change and Innovation - Challenges the status quo, embraces technology, puts forward creative ideas, champions and implements process improvements, gathers the ideas of others, demonstrates good judgment about which ideas will work.

· Executes with Excellence - Is action oriented, drives for results, sets clear expectations and milestones, reviews progress, acts decisively, solves problems, can be counted on to consistently meet or exceed goals.

· Provides Clear and Strategic Direction - Plans and organizes well, sets a clear and simple course of action, stays focused on the most important priorities, has the ability to visualize and plan for the future, understands the industry and marketplace. 

· Safety Awareness -Identifying and correcting conditions that affect employee safety; upholding safety standards.
Minimum Position Qualifications:  
· Good computer and keyboarding skills.

· Must be able to work with discretion and maintain confidentiality.

· Self-motivated and able to perform job responsibilities with a minimum of supervision.

· Ability to work within deadlines.

· Ability to work well with others.

· Good written and verbal communication skills. 

· Physical ability to access all necessary files.
Desired Previous Job Experience/Qualifications:
Potential Career Path from this position:  
· Imaging Group Leader
Job Codes to be used:

1540112
