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	Work Process Schedule
	SKILLS
	

	Customer Service

Answer telephones to direct calls or

provide informations to customers or
 patrons.

Provide ongoing support to customers.

Respond to customer problems or complaints.

Refer customers to appropriate personnel.

	5

	

	Sales

Demonstrate and recon mend products
 needs and interests.

Arswer sustoms a questity, about
 uses.

Estimate or quote prices.

Calculate costs of goods or services.

Execute sales or other financial transactions.

Collect deposits, payments, or fees.

	6

	

	Administrative Support

Operate computers and other office equipment.

Coordinate operational activities.

Prepare sales budgets and reports, keeping sales records, and file expense account reports,

Compile other data or documentation.

File documents and records.

materials to Ohtain nesded informati

	6

	

	Totals
	SKILLS
17
	OJT HRS
0




