
 
 

JOB TITLE:  Data Entry Clerk 
 
DEPARTMENT:  OOD Department 
 
LOCATION: 1535 Progress Dr 
 
NORMAL WORKING HOURS:  7am to 3:30pm 
 
REPORTS TO:   
 
POSITIONS SUPERVISED:  None 
 
The Abilities Connection (TAC) envisions a world without barriers.  
 
Would you like to join a company of talented, purpose-driven professionals? 
 
At TAC, we are proud to provide people facing barriers with pathways to employment.  
 
We empower people to achieve their fullest potential.  
 
TAC values dedication to excellence, commitment, innovation, collaboration and integrity. 
 
If you share our values and aspire to help people change the dynamics of their life then this position is for you. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
   
1. Data collection and documentation of the OOD work served and billing. 
2. Verifies accuracy and validates continuous streams of quality data elements by comparing the documents.  
3. Enters various operational/customer data in software systems and applications, work to identify missing or 

potential operational or service concerns.  
4. Ability to compile and organize data. 
5. Scheduling of services that need provided and the necessary staff to follow along.   
 
QUALIFICATIONS / REQUIREMENTS: 
1. Negative Results of a Drug Screening. 
2. Satisfactory Results of Local and State Records Background Check. 
3. Valid State Driver’s License 
 
EDUCATION/TRAINING/EXPERIENCE:      
1. High School Diploma/GED Required 
 
POST HIRE REQUIRED TRAINING, CERTIFICATIONS, REGISTRATION, LICENSURE: 
 Forklift training     
 
RELATED FUNCTIONS, DUTIES & RESPONSIBILITIES:  
1. Maintains confidentiality 
2. Maintains the chain of command 
3. Demonstrates and maintains regular attendance per work schedule and TAC Attendance Practices 
4. Is aware of and adheres to personnel manual and department rules and regulations 
5. Provides accurate and timely records as required by the position. 
6. Other duties as may be required by the supervisor and TAC Industries 
 
This position description in no manner states or implies that these are the only duties and responsibilities to be performed 
by the Associate.  The Associate is required to follow the instructions and perform the duties required by the supervisor 
or designee appropriate to this position description. 
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