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Salary Levels for Office Positions – 
· Customer Service Representative (CSR), 

· AR/Credit, AP Payroll, 

· Dispatcher, 

· Human Resources, 

· Controller/Office Manager
· You arrive at ABC Company with a sound set of communication and organizational skills.  You are a nice person and you impress us with your willingness.
· For the initial orientation and training “Test Drive” period, pay will be $12.00 per hour for all skill levels.  
· Learn the basic skills that we’ll teach you. Then, you’ve earned the right to expand into more responsibilities and career opportunities.  
· Read the Employee/Employer Manual, and your Manager will test your understanding.  

· Review the Organizational Chart.  You and your Manager will review your positions with you.  
· Report to your Manager on a weekly, daily basis and perform the tasks given to you to the best of your ability.  After your first two weeks, we will meet to review your progress and refine your Manuals and responsibilities.  

You graduate from your test drive period.  Congratulations!  
Your pay is $12.00 until you develop the skills required to hold a position on the Organizational Chart.  Note that these are all part time positions and a full time position is a combination of positions.  You will determine with your Manager whether or not your employment is full time or part time…and when you are required to be at the office.  
For each position on the Organization Chart, there is a Manual which outlines the responsibilities for that position, and procedures for getting it done.  
For each Manual read, and skills tested, you’ll be eligible to fill that additional position.  You will also receive a $1 per hour increase in pay.  For instance, if you have been cleared on the CSR and the AR/Credit requirements, you will be paid $14 per hour.  

Note, your opportunity to cross train into other positions is dependent on the overall company needs, your abilities and your job ambitions.  
CSR Manual completed and skills demonstrated…
· Consistently take, close and handle all incoming calls for service work, and properly handle all other calls.  

· Make out-bound calls for specials, and follow up appointments for newly suggested, helpful add-ons.

· Meet established Goals for calls and close rate as per your CSR Scorecard. 
· Maintain your work calendar in Outlook.

· Adhere to all the general employee systems in the Employee/Employer Manual.  

· Demonstrate the CSR procedures in the Manual.  

· Work with the Marketing Manager to refine and update the Manual.  

· Role Play 5 full conversations with the Office Manager and/or Marketing Manager.  

· Go on one day of Ride Along with a Service Tech.  

· Be able to complete and submit the Marketing Month End Checklist and all supporting data.  

AR/Credit Manual completed and skills demonstrated…

· Demonstrate the required AR/Credit procedures in the Manual.  

· Read and test your understanding of “Where Did the Money Go?” by Ellen Rohr.
· Demonstrate your basic understanding of the accounting processes, double entry accounting and the effect on the Balance Sheet and/or Profit & Loss.  

AP/Payroll Manual completed and skills demonstrated…
· Demonstrate the required AP/Payroll procedures in the Manual.  

· Read and test your understanding of “Where Did the Money Go?” by Ellen Rohr.  (If you have not already done so.)
· Demonstrate your basic understanding of the accounting processes, double entry accounting and the effect on the Balance Sheet and/or Profit & Loss.  (If you have not already done so.)

DSR Manual completed and skills demonstrated…

· You must be trained as a CSR and either the AR/Credit or the AP/Payroll positions to apply for the position of DSR.  

· Demonstrate the required DSR procedures in the Manual.  
· Do Side by Sides with the Service Manager as DSR for a total of 5 days.  

· Go on one day Ride Alongs with two different Service Techs and two different Install teams.  
NOTES:  

You will also be required to work with, train and check the data entry of others.  Many team members have some data entry duties, as described in their Manuals.  

You may be called on to temporarily fill a position for which you have not been fully trained.  Do your best.  
These positions each report to a Manager, as per the Organizational Chart.  You may report to more than one Manager as you fill more than one position on the Org Chart.  

You may be “grand-fathered” in to these positions as of February 2012.  You will be required to fully complete the requirements for each position you hold before applying for another one.
All Team Members are held accountable for complying with our Operations Manuals…and for maintaining the ABC Company standards.  We will engage progressive corrective action for violations of our policies and procedures.  The corrective action process is designed to get you back on track.  Failure to comply with our systems will ultimately result in termination of your employment. If you are willing, we can help you succeed…and will provide the training and accountability and opportunity to help you move up the ladder.  
Our training programs are under construction.  If the current training is not yet available, you’ll remain at your current Level until the proper training is in place.

Our compensation and bonus programs are continually under review.  We are always intending a win-win-win program…good for you, good for the customer, good for ABC Company.  We reserve the right to review and refine our compensation and bonus programs.  All bonus programs have a 90 day expiration date at which point we can review, edit or repeal the program.  

“Special Project Bonus” opportunities.  We will make bonus opportunities available for the completion of ‘special projects.’  This will be laid out in the Steps of Delegation.  
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