Office File Clerk
Community Housing Network, Inc. provides safe, affordable rental housing and linkage to supportive services for people with disabilities and other special needs related to homelessness. CHN serves as a developer, owner and property manager, and facilitates access to rent subsidies and private housing.
We are seeking a full-time File Clerk to organize and file documents and records for all CHN properties and master lease units.  This position is responsible for filing incoming material according to file system and retrieving information for internal and external customers. 
Essential Functions:
1. [bookmark: contentTable]Maintain, organize and file documents into filing system in an efficient and timely manner. 
1. Retrieve files for employees and auditors, ensuring files are organized and readily accessible; deliver files to appropriate parties. 
1. Search for and investigate information contained in files, keep files current, and supply information from file data or remove files upon request.
1. File re-certification paperwork and enter into database. 
1. Create, organize and maintain current and past tenant files and ensure necessary documentation is completed.
1. Assist in the processing of rent checks and other administrative duties as needed.

Qualifications:
1. High School Diploma or equivalency.
1. Experience with file maintenance and data entry.
1. Attention to detail and strong organizational skills.
1. Valid Ohio Driver’s License and auto insurance.
[bookmark: _GoBack]Please apply online at https://home2.eease.adp.com/recruit/?id=14038262. EOE.

