
 
                                                              
                                                                                                                   JOB OPENING 

                                                
   

CBP SUPERVISOR 
FULL-TIME 

SUMMIT COUNTY 
 

Coleman Data Solutions is seeking a full-time Supervisor in Akron, Ohio.   
 

Responsibilities include: 
 Oversee the timely completion and quality of the work produced on the CBP contract. 
 Manage the production activities of the CBP project including receiving, batching, 

scanning, data entry, data transmission, document storage, and document 
destruction. 

 Maintain employee schedules, track attendance, perform employee evaluations and 
corrective actions, write shift reports, and assure work rules are followed. Supervise 
employees with significant disabilities. 

 Train and provide work direction on a daily basis. 
 Monitor and perform related clerical tasks such as operate computer-related or 

peripheral machines, edit, sample, sort, and code information. 
 Assist in enforcing all security procedures. 
 Perform other duties as assigned and attend meetings as scheduled. 

 

Qualifications: 
 Must have a high school diploma or GED. 
 Must have strong computer, organizational, communication skills and be proficient in 

Microsoft Office 
 Must be able to learn technical skills such as scanner operation, data entry software, 

and document management systems.  
 Experience in document management procedures and practices ad well as previous 

supervisory experience or previous experience working with individuals with significant 
disabilities is preferred. 

 Ability to promote a productive and cohesive work atmosphere, to deal with various 
issues that may arise, to educate and develop employees, and to interpret written and 
oral instructions of managers. 

 This position requires a favorable outcome of a federal background investigation, which 
results in security clearance being awarded to the individual. Employment is contingent 
upon obtaining a security clearance. 

 

Normal Working Schedule: 
    Flexible schedules are available as the building is open 24 hours a day Monday    
    through Friday.  
 

    Additional Information: 
    Great benefit package. Qualified applicants will receive consideration for     
    employment without regard to race, color, religion, sex, national origin, sexual   
    orientation, gender identity, disability or protected veteran status.  E.O.E. Persons 
    with a disability can request an accommodation to complete the application process  
    by emailing careers@colemaservices.org with the subject line “Accommodation  
    Request.” 
 
 
 

If interested in applying for this position, visit our website at www.colemanservices.org 
and select Careers, select the yellow icon to “SEE ALL CAREERS,” and then select the 
blue icon to “Search Open Jobs” or select Career Opportunities along the top. 
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