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[bookmark: example-of-document-review-specialist-job-description]Example of Document Review Specialist Job Description
Our growing company is looking to fill the role of document review specialist. Thank you in advance for taking a look at the list of responsibilities and qualifications. We look forward to reviewing your resume.
[bookmark: responsibilities-for-document-review-specialist]Responsibilities for document review specialist
· Securing Governing Documents by either making them password protected or watermarking the products for viewing purposes only if they are uploaded to the community’s website as well
· Processing declined and duplicate credit card transactions reports
· Packaging and remitting welcome packages for new homeowners in Arizona
· Processing requests for fillable forms
· Reading and reviewing documents for errors and missing documents
· Communication with other team members to fix errors
· Retrieval of missing documents
· Research to fix errors and prevent further omissions
· You will be responsible for maintaining a steady work flow of incoming documents by verifying that accurate information is present per our systems utilizing a checklist
· Depending on the area supported, this role may mail policy documents as necessary and in accordance with necessary requirements
[bookmark: qualifications-for-document-review-specialist]Qualifications for document review specialist
· Should have strong understanding of quality assurance and testing process within an Agile environment
· Must be detail oriented and capable of analyzing issues from the perspective of users
· Must work collaboratively with developers and proactively identify defects during each iteration/sprint
· Graduate-level education, preference will be given to Law graduates Proven project management experience, a plus Legal
· Documentation of Paralegal experience is a plus Detail oriented and methodical
· Documentation of Paralegal experience is a plus Detail oriented and methodical Excellent time management and organizational skills Proficiency in MS Office applications
