
Job Title:	
Call Center Manager
	
Job Duties:
Hiring
      -Posting job description and monitoring job listing through various hiring websites
      -Selecting new candidates for open positions
      -Setting up and conducting interviews
      -Hiring new employees
	
Scheduling
      -Update points tracker.
-Approve requested time off.
-regulate attendance disciplinary actions.
-Adjust time punches.(when needed)
-Regulate call in phone messages from agents.
	
Monitor Dialer
-Set up/edit system.
-Add/subtract users.
-Edit function options.
	
Order editing
-Reshipping orders.
-Adding payments.
-Updating addresses.

Sales reporting
-Calculate sales per hour.
-Fill out sales per hour.
-Pass out and file documents.

Conduct weekly meetings
-Discuss issues at hand.
-Explain new policies, incentives, and office changes.
-Recognize agents.

Plan and organize monthly incentives
-Office games.
-Prizes.
-Office events.
-Office decor.

Oversee Assistant Management and Monitor duties
-Look over the call audit form before coaching is done.
-Answer all questions related to assistant management duties.

Handle Agent Relation Issues
-Create agent seating charts.
-Conduct agent confrontation(DA) meetings.
-Handle Employee conflicts.	

The mission
To create an atmosphere that breeds success in both employee and company achievement. 

