Job Title:	
Data Processing Manager
	
Job Duties:
Oversee Department Management and Monitor duties
      -Oversee, evaluate, coach Data department processors
      -Training of any data entry employees
Data Entry-Labor Law and Council for Corporations
      -Checking in States Received
      -Mailed in Orders
      -Faxed Orders (checking and printing faxes)
      -Emailed Orders
      -Order filing and retrieval
 Accounts Receivable
      -Processing Order Payments
      -Checks Received Research
      -Vendor Registrations
      -Process Purchase Orders
Checking Customer Service Emails
      -Answering questions regarding posters and orders
      -Resolving Issues with current orders (order corrections, reships, payment issues, etc.)
Invoices
      -Printing and sending out daily
      -Printing and sending out end of the month on the first of the month
Council For Corporations Mail List Research and Retrieval 
      -Contact states to obtain corporate lists
      -Upload lists
Proofing
      -Helping proof order forms and posters and other company documents.
Other miscellaneous tasks as assigned by ownership 

