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Low Income Investment Fund 

File Clerk 

Location: San Francisco 

Reports to: Senior Accountant 

Exemption classification: Non- Exempt 

Status: Part Time 

 

Brief Description: 

In this position, you will play a critical role in ensuring our company has streamlined 

operations and resulting success. You will be responsible for maintaining the files, 

paperwork, and documents associated with our business. The File Clerk reports to the 

Senior Accountant. 

 

Essential Functions: 

 Become familiar with the existing filing system and identify any potential 

opportunities for improvements or adjustments 

 Appropriately file and quickly retrieve documents and paperwork when requested 

 Deliver requested files to staff members and occasionally clients 

 Maintain and organize both the digital and hardcopy filing systems 

 Scan files and upload digital copies to the database 

 Regularly make necessary updates to records with new information; remove or 

archive any records that are outdated or obsolete 

 Perform regular checks and tests to ensure documents are where they should be; 

implement any necessary fixes 

 Communicate with other staff members to explain the workings of the filing 

system when necessary 

 

Skills Required: 

 High school diploma or equivalent 

 1+ year of experience in an office environment preferred but not required 

 Keen attention to detail and a commitment to accuracy 

 Excellent organizational abilities 

 Time management skills with the ability to multitask and thrive in an oftentimes 

fast-paced work environment 

 Willingness to follow directions and respond to requests 

 Interpersonal communication skills to successfully collaborate with staff members 

and interface with clients 

 Ability to work independently and as part of a team. 



 

 

 

 

 

HOW TO APPLY 

 
Forward cover letter with resume to: 

 
Low Income Investment Fund 
Attn. Human Resources 
50 California St., Suite 2900 
San Francisco, CA 94111 
E: careers@liifund.org 
Fax: 415-772-9095 

 
No phone calls please. Only candidates being considered for a position will be 

contacted. 
 
 
 

LIIF, an EOE (Equal Opportunity Employer), believes that diversity ensures 
excellence.   All qualified applicants will receive consideration for employment without 

regard to race, color, religion, sex, gender or national origin. 
 

 

 

 

 

 
 


