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How to Guide: Applying for a Position

The following is an instructional, step-by-step guide (with photos) on how to submit Part 1 of the
application process with The Millennium Group. Please follow the instructions carefully.

Step 1: Open your desired web browser and visit https://tmgofficeservices.applicantpro.com/jobs/

Step 2: Once on the website, click on your desired position to view the job description (ex: Mail Service
Associate — Tempe, AZ) To the right of the screen, there will be an “Apply Now” section. Please enter all
required information and select the “Apply for this Position” button. Photo below for reference.
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Mow is a great time to join our growing company! The Millennium Group (TMG) is an award * Fields Are Required
winning business process outsourcing firm focused on print, mail, document scanning, About You:
reception, and related office support services for Fortune 500 companies, professional
service firms, and institutions of higher education. TMG is looking for highly motivated,
enthusiastic team players interested in a career rather than just a job. With a team of
over 1,500 nationwide associates, TMG is seeking an individual who can uniquely
contribute to our 30+ years of success in the industry.

b

Responsible for completing all mailroom and related office services functions, while also
providing excellent customer service to The Millennium Group's client. Associate will be
providing back up to Lead Associates and training for various facility and office related tasks.

Contact Info:

Work Schedule: Monday-Friday; §:00am-3.00pm,

Responsibilities (including but not limited to):

Process all incoming/outgoing USPS (Stamps.com) and packages (FedEx, UPS, DHL,
Fischer)

Delivery offsite inter-office mail and packages to Hicksville, NY. (Vehicle provided) Cell v
Provide copy paper to all MFD's (Copiers).

Assist with Records management process.

Assistwith office furniture mowves within the building.

Reports issues and status updates to client contact

Performs other duties as assigned.

Maintains a clean work area.

Provide coverage for Office Services Associates.

Use UPS CampusShip system for outbound packages.

Able to use receiving system for all inbound package, samples, and lab services
packages. ) United States A New Jersey A
« Control operational reports.

« Work in a warehouse environment and work closely with Fougera/Sandoz staff.

+ Handle all samples for Lab Services. (Receiving and deliveries)

« Manage SCLogic receiving system and process all inbound PO (Purchase Crders).
« Other duties as assigned by the manager

Minimum reguirements Apply for this Position

« Must have a HS diploma or GED.

« Must be customer focused and display a professional demeanor.
« \Write and speak fluent Enaglish.

+ Possess general computer knowledge (data entry). [
« Ability to lit 50 Ibs. or greater.

Address:
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Step 3: A Setup Password box will pop-up on your screen, and you will be asked to set up a password for
your account using the email address you provided.
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Step 4: Once you have set a password, you will be directed to the application page. You should provide
the information requested and then click the “Proceed to Next Step” button on each section of the
application.

Step 5: On the resume section, you will have to option to either upload an electronic version of your
resume, or manually type (or copy and paste) it into the system. Photo below for reference.
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Step 6: When each section of the application has a green check mark to the left of it, you will be able to
submit Part 1 of TMG’s Application! Photo below for reference.
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