
Job Title:	
Second Assistant – Call Center
	
Job Duties	
Correct Agent Wrong Dispositions.
       -Change phone numbers in the Vicidial system.
 -Set users only call backs.	
User Only Call Back Monitoring.
       -Make weekly checks of agent user only call backs.
        -Fill out call back release forms.	
Agent transfers.
         -Receive calls from inbound agents for outbound agents.
         -Set up call back times for outbound agents.
Take Labor Law Overflow calls.
          -Take labor law orders.
          -Answers customer questions regarding the Labor law poster service.
Hand out important communication documents to agents .
        -Hand out wipes to employees to clean their desks.
        -Encouragement forms.
        -Keep document files full for agents.
Movie selection/set up.
      -Fridays only.
      -Work place appropriate.
Restocking issues.
         -Toilet Paper, Paper Towel, Soap, Flatware, Plates, Cups.
Research and update customer phone numbers
        -Home office/corp office list.
        -Disconnected number list.
        -Wrong number list.
        -Out of business list.      	
The mission
To create an atmosphere that breeds success in both employee and company achievement. 
