Company Organizational Structure

 (Job Positions and Responsibilities)


Administration/Office - Department total: 4 employees
· Amber Blais (Administrative Assistant) – Responsible for general office work, including opening of incoming mail and new orders, state mailbox upkeep, filing, troubleshooting of accounts and assist management with various office projects
· Maggie Oliver (Administrative Assistant) – assist management with various office projects including opening and processing of incoming new orders
· Michael Bishop (Operations Manager) – Oversight of workflow of multiple departments including payroll, scheduling, and staffing needs.  Maintain relationships with vendors and outside service companies.
· Tony Fata (Office Assistant) – Responsible of the opening and processing of new orders and incoming mail.
Corporate Records Services - Department total: 9 employees
· Paul Fata (Manager) – Oversees general workflow and fulfillment of incoming and outgoing orders 
· Deanna Kimble (Supervisor) – Assists in department workflow and scheduling of employees
· Ron Cole (Mailing List Manager) – Responsible for obtaining and maintaining mailing lists
· 6 employees – Data entry and fulfillment of new orders
Customer Service Department (Inbound) - Department total: 6 employees

· Customer Service reps – handling of incoming calls including the taking of new orders and resolving any issues with existing orders
Data Department - Department total: 3 employees
· Celeste Bishop (Supervisor) – Oversight of workflow of Data department, also assists office in opening and processing payments

· Rebecca Hawn (Data Entry) – Responsible for data entry and trouble shooting of new orders; various office projects
· Marisa Bishop (Data Entry Assistant) – Assist data entry department including entry and trouble shooting of new orders
IT Department (Computer) - 2 employees
· Joey Sheets (Manager) – Oversight of all aspects of company networking, programming, and computer systems operation and maintenance.  Phone system maintenance.
· Ryan Hafer (Graphics Designer) – Responsible for creating documents, imaging, and aiding in maintaining computer systems
Outbound Telemarketing Department - Department total: 72 employees
· Angela Buckmaster (Manager) – Oversight of Outbound telemarketing including hiring and training of new applicants
· Beth McCloy (Supervisor) – Assist in the overall work flow of telemarketing department
· Kellie Baker (Monitor) – Monitoring of outgoing calls to ensure quality assurance
· Rebecca Shoemaker (Trainer) – Responsible for new hire training
· 68 employees (Telemarketers) – Outbound calling to existing customers
Shipping (LLPS) - Department total: 6 employees
· Rob Gilreath (Group leader) – Oversight of shipping & fulfillment department

· 5 employees (Shipping Clerks) – Fulfillment of incoming/outgoing orders
Showcase Your Music - (1 employee)
· Keeley McManes (Administrative Assistant) – Maintaining of Showcase your Music Website and various aspects of that business
Total (all companies): 103 employees

· 3 businesses
· LLPS (5 departments)

· 8 management and supervision

· 8 assistant and management support

· 87 employees

