Office Junior Training Program. Part 1

Cleaning of Office and Kitchen, Shredding, Waste Disposal and Vacuuming of Office, Hall and Meeting Room:

VM3COP20.44 Cleaning the Office

VM3COP20.45 Cleaning the Kitchen

VM3COP20.38 Waste Removal/Bin Emptying

Filing - VM3COP20.28 Office Filing and Archiving
Post - VM3COP20.01 Post In Distributing the Post
Faxes - VM3COP03.11 Distribution Of Faxes

Delivery Notifications - VM3COP20.26 Sending Delivery Notifications
PDFing Invoices - VM3COP20.062 PDFing Of Invoices
Emailing Invoices - VM3COP20.061 Sending Invoices Via E-Mail
Emails - VM3COP27.02 Collecting Emails and Distributing
Telephones and Vandagraph Orders

VM3COP27.08 Intrastat Telephone Logging System

VM3COP27.29 Taking telephone orders

VM3COP27.291 Vandagraph Telephone Order Taking
Office Job List, to include Lost Customers and searching for distributors - VM3COP20.40 Jobs Lists how to
Depleted Sensors - VM3COP38.11 Depleted Oxygen Sensor Process
Mail Shots and Franking including VST and Humanmed Franking
 

UPS Rates - VM3COP20.071 UPS Updating UPS Rates in IntraStats
Office Junior Training Program. Part 2

Humanmed

Humanmed order checking - VM3COP03.07 Human Med Order Checking
 

Order Checking
VM3COP03.01 Order Processing Priorities

VM3COP03.04 Office Jobs Priority List

VM3COP03.011 UK Postage Pricing Guide

VM3COP20.34 Distributor and Automotive Postage Pricing

Order checking - VM3COP20.32 Order Checking

E-procurement systems - VM3COP03.06 Cardea EProcurement Portal  VM3COP20.46 Multiquote e-Tendering procedure

VM3COP27.30 Circle360 Catalog E-procurement System
Active List - VM3COP20.20 OFFICE checking the Active List
Awaiting Action Tray – See office colleagues
Review Inward Payments – See office colleagues
Purchase Order Log - VM3COP20.29 Checking the Purchase Order Log
