Summary of Tasks for Administrative Staff

Administrative Clerk (Annie Trottier)

1) Invoice payments

2) Purchase Orders (P.O. # and follow-up)

3) Recoveries
4) Journal Entry

5) Travels: advances & reimbursements
6) Requests for telephones

7) Petty cash

Receptionist-Secretary (Annie N’Tula)

1)   Mail
2)   Welcomes visitors

3)   Receives/sends faxes

4)   Distributes pay stubs & cheques
5)   Update of TELE directory

6)   Requests for maintenance (X2222)

7)   Contacts technicians for photocopy machine maintenance

8)   Gives keys & magnetic cards to students and profs (update on key system)

9)   Purchase of office supplies

Secretary (Chantale Arcand)

1) Prepares all contracts (Bursaries, PT, ERD, TAs)
2) Keeps Student files up-to-date (salaries)
3) Request for moving for the School 
4) Informs Martin Demers for inventory

5) Prepares intern invoices

