[YOUR COMPANY NAME]
TASK AND DUTY – SUMMARIES

ADMINISTRTIVE ASSISTANT
	JOB ORDERS (OBTAIN AS MUCH INFORMATION AS POSSIBLE, FILE COPY IN FOLDER, GIVE TO PM)

INVOICING (DETERMINE $, MAIL W/PLAT, FILE COPY IN FOLDER, HIGHLIGHT JO# IN PINK)

FILING – PROJECTS, PLATS, S/D PLATS

UNBILLED TIME REPORT – (REVIEW PROJECTS, EMAIL SPREADSHEET, FOLLOW UP W/LS)

PHONES (OBTAIN AS MUCH INFORMATION AS POSSIBLE, DOCUMENT CALLS IN BOOK)

MAILING OUT-GOING SURVEYS (INCLUDE INVOICE, VERIFY - # OF COPIES & ADDRESSEE, DOCUMENT ON MAIL LOG)

ANY MISCELLANEOUS TASKS THAT FALL BETWEEN THE CRACKS:

· DELIVER SURVEYS AROUND [YOUR CITY/TOWN]
· TYPE LEGALS OR ANY DICTATION ON PLATS

· DAILY TIME INPUT

· HELP WITH ANYTHING SOMEONE NEEDS

NOTARY
	


