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Role Name: <Role> For Example: Office Clerk
Role Description:

<Role Description> What does this person do in the company. For Example:
The Office Clerk is responsible for completing paperwork relative to customer invoicing and accounts receivable.  The Office Clerk Position is typically a junior role with an average term of one year or less with promotion most often to Billing Clerk or Dispatch Coordinator. 
Skills, Training & Equipment Required:

· <List of Skills>

· Level 1 Office Equipment Knowledge
· Level 3 Customer Communication Skills

· Level 2 Paperwork Skills

· Level 1 Organization Skills
· Typing at least 40 wpm
Typical Responsibilities:

· <Responsibility>
· Answers the phone and routes calls accordingly
· Prints and Mails invoices
· Filing and General Administrative Support
Processes Touched:

· <Process>

· Call Routing
· Billing and Invoicing
· Project Reporting

