
 

OPPORTUNITY 
 

DNP Imagingcomm America Corporation 
Mount Pleasant, Pennsylvania 

 

Order Entry Specialist 
8:30am – 5:00pm 

 

Interested in joining a great team with 30 years combined experience? Comprehensive training 

provided by our knowledgeable Order Entry Specialists! 
 

The Order Entry Specialist is responsible for entering orders into our ERP system in a timely manner with a high degree 

of accuracy.  
 
 
The Order Entry Specialist will be responsible for: 
 

 Process orders into our ERP system 

 Review orders for accuracy before submitting 

 Work with Order Entry team to ensure all orders are processed by specific cut off times  

 Update customer specific information in Epicor as needed  

 Assist with daily order filing 

 Keep filing room organized with shipping documents and purchase orders 

 Monitor multiple dashboards to ensure all orders are processed in a timely manner 

 Review and finish processing Ecommerce orders in our ERP system 

 Work with different departments to ensure order requests can be met 

 Back up for phone system. Handle incoming calls from customers. Provide order status and transfer calls to 

appropriate representative 

 Support team goals and objectives 

 Other administrative tasks as assigned 

 Maintain accuracy rate of 99.7% or above 

 Contact customers to gain clarification on specific purchase order requirements 
 
 
The job requirements/qualifications for the Order Entry Specialist position includes: 
 

 High School Diploma or GED 

 Order Entry Experience preferred 

 E-commerce Experience preferred 

 Detailed oriented 

 Excellent communication skills (phone and emails)   

 Computer & keyboarding skills 

 Knowledge of ERP system, specifically Epicor 

 Ability to multitask  
 
 

Candidates can apply by submitting a resume to pa.jobs@dnp.imgcomm.com by Wednesday, June 
19, 2019. 

 
 

DNP Imagingcomm America Corporation is an Equal Opportunity/Affirmative Action Employer committed to diversity in our workplace. It 
is our policy to attract and retain the best-qualified people available, without regard to race, color, religion, national origin, gender, 
gender identity, sexual orientation, age, disability or status as a Special Disabled Veteran, Vietnam Era Veteran or other qualifying 
Veteran. 


