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Data Processing Specialist  

Company Background 
 
ConsortiEX™ is a health care technology startup, located in Milwaukee, that provides highly 
innovative IT systems and services for pharmacy to manage the ordering, distribution, and 
tracking of pharmaceuticals for hospitals and affiliated networks from Pedigree to Patient®.  

Job Summary 
 
This is an entry-level position working in the Milwaukee, Wisconsin office.  Successful 
candidates will have the opportunity to learn and grow in an exciting startup environment, 
while having a big impact on the success of the company.  The Data Processing Specialist is the 
front-line support for ConsortiEX™ to our customers.  In this role, you will interact with our 
customers to receive and validate compliance documentation, and input this data into our 
software.  This is a customer-facing role requiring communication via phone and email directly 
with customers related to the documentation being processed.  
 
Responsibilities 
 

 Verify accuracy and completeness of documentation in accordance with compliance 
requirements. 

 Data enter customer data by inputting text and numerical information from source 
documents – doing additional research and verification as necessary to ensure accuracy. 

 Review data for deficiencies or errors, correct if possible, and verify output. 
 Clearly communicate issues with customers via email or phone and work with them to 

resolve the issue. 
 Provide professional and friendly customer service. 
 Follow standard work guidelines, and work to document and improve standards as 

necessary. 
 Generate reports, store completed work in designated locations and perform backup 

operations. 
 Maintain confidentiality of information. 
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Requirements 

 Proven experience working in an office setting in a data driven environment using data 
entry, data management, and data processing skills. 

 Proven experience interacting with customers to troubleshoot problematic data 

 Excellent communication skills and the ability to clearly articulate a problem and 
determine the appropriate solution via email or phone 

 Excellent data entry speed and accuracy 

 Experience with MS Office and Google Document suites 

 Organized and attentive to detail 
 

 Bachelor’s degree or equivalent experience in a similar environment 
 
 
To learn more about this position please contact: 
 
Katie McCoy 
 
katie@consortiex.com  
 
 
 
To apply for this position please send your resume to: 
 
Bob Elliott 
 
Bob@ConsortiEX.com 
 
 
 
 


