


CC:


Oversees:


		Sales


		Administration


			client administration


			mvinet administration


		Billing


		Finance

















SALES:





targets political arena	


targets private non-profit sector


makes lists ofprospects in both arenas


visits targets or attempts to get referals in these arenas


reports results and problems to cc


plans Phase ll - Commercial Advertising in concert with Client Administration


maintains log of sales effort and sends to client administration, weekly


reports problems to CC


makes recommendations to improve performance through changes in procedures or changes in hardware or software








ADMINISTRATION


	CLIENT ADMINISTRATION





designs & builds websites


maintains client websites


		1)makes changes in basic website


		2)adds & removes client documents


		3)posts changes to change page


logs all changes  on each clients billing report and sends a copy to Billing and a copy to Finance


adds client email addresses


does tradenames and copyrights


tracks sales force


reports problems to CC


makes recommendations to improve performance through changes in procedures or changes in hardware or software	








		MVINET ADMINSTRATION


develops and builds mvinet web


adds email addresses








BILLING


makes bills from client administration logs


sends bills


tracks payments


adds overdue to bills


prepares monthly summary of bills sent and revenue collected for Finance (taxes) and CC


reports problems to CC


makes recommendations to improve performance through changes in procedures or changes in hardware or software








FINANCE:


collects payments


logs payments


checks payments against finance and administration logs


makes deposits


pays bills


puts revenue aside for taxes


files quarterly returns to State and Fed


tracks balances


prepares weekly report for CC


reports problems to CC


makes recommendations to improve performance through changes in procedures or changes in hardware or software


