Job Title:	
Administrative Assistant
	
Job Duties:
Data Processing, Mailbox, and Office Responsibilities
      -Order entry for LLPS and Corp
      -Process returned posters
      -Remove companies off mailing list
      -Forward mail sent to us by mistake
      -Return duplicate order, Amex, etc.
      -Issue refund checks & issue credit card refunds (PayPal)
      -Resolve chargebacks
      -Issue checks for Friend of the Court and garnishments
      -Monthly check refund report- Send to Payroll
      -Filing of orders and other office documents
      -Mailboxes- Renewing, ensure weekly forwarding is done, add funds for mail forwarding
      -Pick mail up from Ups store
      -Logging in states received daily
      -Ordering office supplies
      -Vendors forms
      -Listen and respond to voicemails
      -Submit bills for payment 
      -Mailing Bills 
      -Run errands
      -Notary services as needed
      -Assist Shipping with order fulfillment as needed
      -Assist with proofreading and solicitations
      -Special requests from ownership

