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Auto Dealership — Job Categories

CUSTOMER DIRECTOR

THE CUSTOMER DIRECTOR (SOMETIMES REFERRED TO SERVICE DEPARTMENT MANAGER) IS RESPONSIBLE FOR
MANAGING THE PROCESS, UTILIZING RESOURCES, INSPIRING PEOPLE, TEAMING AND PARTNERING AND MANAGING
THEMSELVES TO ACHIEVE OBJECTIVES. THE OVERALL COMPONENTS OF THIS JOB INCLUDE: OVERSEE AND ENSURE THE
CUSTOMER SATISFACTION INDICATORS ARE MET; MONITOR THE MANAGEMENT OF CUSTOMER INFORMATION, REINFORCE
THE EFFECTIVE IMPLEMENTATION OF CRM AND IMPROVE CUSTOMER LOYALTY; SUPERVISE THE IMPLEMENTATION OF
RSE AND CSE; CONDUCT INTERNAL TRAINING FOR THE SALES CONSULTANTS AND SERVICE CONSULTANTS TO IMPROVE
CUSTOMER SATISFACTION; ENSURE THE CUSTOMER COMPLAINT IS TIMELY ADDRESSED; ESTABLISH AND MANAGE THE
MYSVW CLUB; ENSURE THE CUSTOMER AREA IS COMFORTABLE AND MAINTAIN THE DEALERSHIP’S BRAND IMAGE; MAKE
EMPLOYEE DEVELOPMENT PLAN AND DEVELOP INCENTIVE SYSTEM

FINANCE MANAGER

THE FINANCE MANAGER IS RESPONSIBLE FOR ALL FINANCIAL MATTERS WITHIN THE DEALERSHIP. THIS CAN INCLUDE
BUDGET APPROVAL, THE SUPERVISION OF FINANCIAL PROJECTS AND RISK MANAGEMENT.

GENERAL MANAGER

THE GENERAL MANAGER IS RESPONSIBLE FOR MANAGING THE DAILY OPERATIONS OF THE DEALERSHIP. THIS INCLUDES
BEING RESPONSIBLE FOR DEVELOPING THE COMPANY'S STRATEGY AND MANAGING THE COMPANY'S HUMAN RESOURCES.

MARKETING MANAGER

THE MARKETING MANAGER IS RESPONSIBLE FOR DEVELOPING THE MARKETING STRATEGY, MARKET RESEARCH AND
ANALYSIS, ESTABLISHING A GOOD RELATIONSHIP WITH THE MEDIA AND IN GENERAL HELPING THE COMPANY TO ACHIEVE
SALES GOALS.

SALES MANAGER

THE SALES MANAGER IS RESPONSIBLE FOR DEVELOPING THE SALES PLAN, DEVELOPING THE SALES STAFF AND KEEPING
INFORMED ABOUT THE LOCAL AUTO MARKET.
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SERVICE DIRECTOR

THE SERVICE DIRECTOR (SOMETIMES REFERRED TO AS SERVICE DEPARTMENT MANAGER) IS RESPONSIBLE FOR LEADING
AND MANAGING THE AFTER-SALES AUTO SERVICES INCLUDING MOTIVATING EMPLOYEES TO CREATE TOTAL CUSTOMER
SATISFACTION. ADDITIONALLY, THE SERVICE DIRECTOR SHOULD WORK TO INCREASE SALES IN REPAIR, SPARE PARTS
AND ACCESSORIES DURING THE AFTER-SALES SERVICES CONTACT WITH CUSTOMERS.

SHOWROOM MANAGER

THE SHOWROOM MANAGER IS RESPONSIBLE FOR THE DAILY MAINTENANCE OF THE SHOWROOM AND CUSTOMER
RECEPTION AND SATISFACTION.

Gaming — Job Categories

CAGE WORKERS AND CASHIERS

CAGE WORKERS AND CASHIERS EXCHANGE COINS AND TOKENS FOR PATRONS' MONEY; MAY ISSUE PAYOFFS AND OBTAIN
CUSTOMER'S SIGNATURE ON RECEIPT WHEN WINNINGS EXCEED THE AMOUNT HELD IN THE SLOT MACHINE. MAY OPERATE
A BOOTH IN THE SLOT MACHINE AREA AND FURNISH CHANGE PERSONS WITH MONEY BANK AT THE START OF THE SHIFT,
OR COUNT AND AUDIT MONEY IN DRAWERS. JOB TITLES INCLUDE CHANGE PERSON, BOOTH CASHIER, CASHIER, SLOT
ATTENDANT, SLOT FLOOR PERSON, CHANGE ATTENDANT, CASINO CASHIER, CASINO FLOOR WALKER

DEALER

DEALER OPERATE TABLE GAMES. STAND OR SIT BEHIND TABLE AND OPERATE GAMES OF CHANCE BY DISPENSING THE
APPROPRIATE NUMBER OF CARDS OR BLOCKS TO PLAYERS, OR OPERATING OTHER GAMING EQUIPMENT. COMPARE THE
HOUSE'S HAND AGAINST PLAYERS' HANDS AND PAYOFF OR COLLECT PLAYERS' MONEY OR CHIPS. TITLES INCLUDE TABLE
GAMES DEALER, BLACK JACK DEALER, BLACKJACK DEALER, DEALER, 21 DEALER, CASINO DEALER, DUAL RATE
DEALER, CARD DEALER, CRAPS DEALER, AND GAMING DEALER.

HOUSEKEEPING

HOUSEKEEPING PERFORM ANY COMBINATION OF LIGHT CLEANING DUTIES TO MAINTAIN PRIVATE HOUSEHOLDS OR
COMMERCIAL ESTABLISHMENTS, SUCH AS HOTELS, RESTAURANTS, AND HOSPITALS, IN A CLEAN AND ORDERLY MANNER.
DUTIES INCLUDE MAKING BEDS, REPLENISHING LINENS, CLEANING ROOMS AND HALLS, AND VACUUMING. TITLES
INCLUDE MAID, HOUSEKEEPER, ENVIRONMENTAL SERVICES WORKER, HOUSEKEEPING LAUNDRY WORKER,
ENVIRONMENTAL SERVICES AIDE, HOUSEKEEPING AIDE, COTTAGE ATTENDANT, AND ROOM CLEANER
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MACHINE SERVICE AND REPAIR

MACHINE SERVICE AND REPAIR INSTALL, SERVICE, ADJUST, OR REPAIR COIN, VENDING, OR AMUSEMENT MACHINES
INCLUDING VIDEO GAMES, JUKE BOXES, PINBALL MACHINES, OR SLOT MACHINES. JOB TITLES INCLUDE SERVICE
TECHNICIAN, VENDING TECHNICIAN, FIELD SERVICE TECHNICIAN, SLOT TECHNICIAN, VENDING SERVICE TECHNICIAN,
FOUNTAIN VENDING MECHANIC, FULL SERVICE VENDING DRIVER, VENDING MECHANIC, COOLER DELIVERER, FULL
SERVICE VENDOR.

SURVEILLANCE OFFICERS AND INVESTIGATORS

SURVEILLANCE OFFICERS AND INVESTIGATORS ACT AS OVERSIGHT AND SECURITY AGENT FOR MANAGEMENT AND
CUSTOMERS; OBSERVE CASINO OR CASINO HOTEL OPERATION FOR IRREGULAR ACTIVITIES SUCH AS CHEATING OR THEFT
BY EITHER EMPLOYEES OR PATRONS. MAY UTILIZE ONE-WAY MIRRORS ABOVE THE CASINO FLOOR, CASHIER'S CAGE, AND
FROM DESK, USE OF AUDIO/VIDEO EQUIPMENT IS ALSO COMMON TO OBSERVE OPERATION OF THE BUSINESS. USUALLY
REQUIRED TO PROVIDE VERBAL AND WRITTEN REPORTS OF ALL VIOLATIONS AND SUSPICIOUS BEHAVIOR TO SUPERVISOR;
TITLES INCLUDE SURVEILLANCE OPERATOR, SECURITY OFFICER, SURVEILLANCE OBSERVER, SURVEILLANCE OFFICER,
SURVEILLANCE AGENT, OBSERVER, SURVEILLANCE MONITOR, SURVEILLANCE TECHNICIAN, SURVEILLANCE INSPECTOR.

General Business — Job Categories

ADMINISTRATIVE

(CLERICAL) POSITIONS THAT ARE SUPPORTIVE IN NATURE TO OTHER EMPLOYEES; THESE POSITIONS OFTEN ENTAIL
TRACKING OF DATA OR OTHER DETAILS AS WELL AS INTERACTING WITH OTHER EMPLOYEES TO GAIN ACCESS AND TO
SHARE INFORMATION, REPORTS, ETC; EXAMPLES OF POSITION TITLES ARE ADMINISTRATIVE ASSISTANT, RECEPTIONIST,
SECRETARY, AND DATA ENTRY.

ADMINISTRATIVE — SENIOR

POSITIONS THAT ARE SUPPORTIVE IN NATURE TO OTHER EMPLOYEES AND MID TO SENIOR LEVEL MANAGEMENT. THESE
POSITIONS OFTEN ENTAIL TRACKING OF DATA OR OTHER DETAILS AS WELL AS INTERACTING WITH OTHER EMPLOYEES TO
GAIN ACCESS AND TO SHARE INFORMATION, REPORTS, ETC. IN MANY CASES, THIS POSITION MAY REQUIRE THE PERSON
TO INTERACT WITH SENIOR LEVEL EXECUTIVES. EXAMPLES OF POSITION TITLES ARE SENIOR ADMINISTRATIVE
ASSISTANT, EXECUTIVE ASSISTANT, LAW CLERKS AND TITLE EXAMINERS.

ARTIST

ARTISTS MUST BE ABLE TO CREATE FUNCTIONAL AND/OR DECORATIVE OBJECTS OR PRODUCTS, RANGING FROM SKETCHES
OF COURT TRIALS TO FASHION ILLUSTRATIONS TO FINE ART OBJECTS AND MORE. THEY MUST BE ABLE TO APPLY
PRINCIPLES OF DESIGN AND TO USE A VARIETY OF MATERIALS, EQUIPMENT, AND TECHNIQUES, INCLUDING COMPUTER
TECHNOLOGY, AS REQUIRED. THEY NEED ABILITY TO VISUALIZE AND TO BE CREATIVE AND ORIGINAL.
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JOB TYPES INCLUDE ILLUSTRATORS, SKETCH ARTISTS, PAINTERS, SCULPTORS, CARTOONISTS, ANIMATORS, AND MULTI~-
MEDIA ARTISTS, ETC.

BANK TELLER

POSITIONS THAT REQUIRE THE EMPLOYEE TO DEAL WITH MONETARY ITEMS, FOLLOW STRICT PROCEDURES AND DEAL
DIRECTLY WITH CUSTOMERS; POSITION TITLES WOULD ALSO INCLUDE LOAN OFFICERS, FINANCIAL PLANNERS, ETC;
PLEASE NOTE THAT THE “FINANCIAL” REPORT CAN ALSO BE HELPFUL.

CASHIER

HANDLE CASH REGISTERS, CUSTOMER INTERACTION, PRODUCT OR SERVICE RETURNS, DAILY PAPERWORK, AND
QUESTIONS FROM CUSTOMERS. RESPONSIBLE FOR ACCURACY OF DAILY CASH DRAWER ACCORDING TO CASH, CREDIT
CARD, RETURNS, EXCHANGES, ETC.

CHILD CARE

CHILD CARE WORKERS ATTEND TO YOUNG CHILDREN IN SUCH SETTINGS AS CHILD CARE CENTERS, SCHOOLS,
BUSINESSES, AND PRIVATE HOMES. THEY SUPPORT CHILDREN'S EARLY LEARNING AND EMOTIONAL AND SOCIAL
DEVELOPMENT. THEY NEED TO APPLY PRINCIPLES OF CHILD DEVELOPMENT AND DEVELOPMENTAL STAGES AND OF EARLY
LEARNING. THEY MUST ALSO BE INTERPERSONALLY SENSITIVE, BOTH TO CHILDREN AND THEIR PARENTS, AND BE ABLE
TO USE A VARIETY OF LEARNING AND DISCIPLINARY STRATEGIES.

COLLECTIONS

BILL OR ACCOUNT COLLECTORS LOCATE AND NOTIFY CUSTOMERS WITH DELINQUENT ACCOUNTS TO SOLICIT PAYMENT.
THEY ALSO RECEIVE AND CREDIT PAYMENTS OR, WHEN A CUSTOMER FAILS TO RESPOND, INITIATE REPOSSESSION OR
DISCONNECTION OF SERVICE. COLLECTORS NEED TO BE SOCIALLY PERCEPTIVE AND GOOD RECORD KEEPERS. THEY MUST
BE SKILLFUL NEGOTIATORS AND PERSUASIVE COMMUNICATORS. OTHER TITLES MAY INCLUDE CREDIT COLLECTOR,
ACCOUNT RESOLUTION ANALYST, OR PATIENT ACCOUNT REPRESENTATIVE.

CONSTRUCTION

POSITIONS WHERE THE EMPLOYEE WORKS ON CONSTRUCTION PROJECTS; POSITION TITLES INCLUDE ESTIMATORS,
FOREMAN, PLUMBER, ELECTRICIAN, DAY LABORER, CONSTRUCTION WORKERS, ETC; PLEASE NOTE HOWEVER THAT IF THE
POSITION REQUIRES THE EMPLOYEE TO MANAGE OTHER PEOPLE, THE “MANAGEMENT” REPORT WILL BE HELPFUL.

CONSULTANT

CONSULTANTS PROVIDE ANALYSIS, EVALUATION, AND ADVICE TO MANAGERS OR EXECUTIVES TO ASSIST THEM IN
OPERATING MORE EFFECTIVELY AND EFFICIENTLY. AMONG THEIR TASKS IS COLLECTION OF INFORMATION ON PROBLEMS
OR PROCEDURES FROM DIRECT OBSERVATION OR EXAMINATION OF VARIOUS MATERIALS, ANALYSIS OF DATA,
PREPARATION AND DELIVERY OF REPORTS AND RECOMMENDATIONS OR OTHER PRODUCTS AS REQUESTED. THEY NEED
GOOD JUDGMENT AND TO BE SKILLFUL OBSERVERS AND COMMUNICATORS. TITLES INCLUDE MANAGEMENT, BUSINESS,
OR PROGRAM ANALYST.
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COURTESY DRIVER

TRANSFERS CLIENTS BY DRIVING AND MAINTAINING A VEHICLE SUCH AS A LIMOUSINE, SHUTTLE VAN OR OTHER
PERSONAL SERVICE VEHICLES. PLANS ROUTES AND REQUIREMENTS BY STUDYING SCHEDULE OR SPECIAL REQUESTS;
DETERMINES OCCUPANT AND LUGGAGE REQUIREMENTS; CHECKS ROAD CONDITIONS; ESTIMATES TRAVEL TIMES AS WELL
AS OTHER PREPARATION FOR EACH CLIENT SITUATION.

CREATIVE WRITER

POSITIONS THAT PROVIDE CREATIVE THOUGHT AND WRITTEN EXPRESSION. WRITING MAY BE FOR ARTICLES, MARKETING
PIECES, JOURNALS, ETC. IN MANY CASES, THIS POSITION WILL PROVIDE FOR A BASIC TOPIC, PRODUCT, SERVICE OR
INFORMATION AND THE INDIVIDUAL IS EXPECTED TO FIND CREATIVE WAYS TO PRESENT THE INFORMATION, PRODUCT OR
SERVICE TO THE TARGETED READER.

CUSTOMER SERVICE

POSITIONS THAT ENTAIL BASIC SUPPORT AND DIRECT INTERACTION WITH CUSTOMERS EITHER BY PHONE OR FACE TO
FACE; THERE MAY BE SOME “UP-SELLING” INVOLVED BUT THESE POSITIONS ARE NOT AS MUCH AS SALES RELATED AS
FOCUSED ON CUSTOMER SERVICE; EXAMPLES OF POSITION TITLES INCLUDE CSR, SALES SUPPORT AND ACCOUNT
REPRESENTATIVE.

DATA ENTRY

POSITIONS THAT REQUIRE THE ACCURATE ENTRY OF INFORMATION INTO COMPUTER SYSTEMS. POSITIONS WILL USUALLY
ALSO ENTAIL THE REVIEW, REPORTING AND CORRECTION OF ERRONEOUS INFORMATION.

DESIGNER

DESIGNERS DEVELOP AND DESIGN A WIDE ARRAY OF THINGS FROM MANUFACTURED PRODUCTS TO INTERIORS TO
FASHION TO DISPLAYS OR EXHIBITS. THEY SPECIALIZE IN A PARTICULAR AREA OR TYPE OF PRODUCT, BUT ALL MUST
COMBINE ARTISTIC SKILLS WITH ATTENTION TO MARKET RESEARCH, INTENDED PRODUCT USE, AND SELECTION OF
SUITABLE MATERIALS TO CREATE PLEASING AND FUNCTIONAL PRODUCTS. DESIGNERS NEED TO BE INNOVATIVE
PROBLEM-SOLVERS AND ABLE TO COMMUNICATE CLEARLY WITH CLIENTS OR CUSTOMERS AND WITH TECHNICAL
WORKERS WHO PRODUCE THE PRODUCTS.

DRIVER

POSITIONS INVOLVING AN AUTOMOBILE, VAN OR TRUCK EITHER FOR ROUTE OR LONG-HAUL DRIVING TO DELIVER AND/OR
PICK UP GOODS.
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EDITOR

READS, REVIEWS AND EDITS ARTICLES, MARKETING PIECES, MANUSCRIPTS, ETC. FOR CLARITY, GRAMMAR AND SUBJECT
MATTER.

ENGINEERING - PROFESSIONAL

ANALYZE TECHNOLOGY, RESOURCE NEEDS, AND MARKET DEMAND, TO PLAN AND ASSESS THE FEASIBILITY OF PROJECTS.
PLANNING AND RESEARCH MAY INCLUDE AREAS SUCH AS INSTALLATION, TESTING, REVIEWING PRODUCT OR BUILDING
DESIGN, SPECIFICATIONS IMPROVEMENTS OR CHANGES. POSITIONS MAY INCLUDE INDUSTRY AREAS SUCH AS
TECHNOLOGY, ARCHITECTURE AND RESEARCH AND DEVELOPMENT INITIATIVES.

ENTREPRENEUR

A POSITION THAT REQUIRES THE ULTIMATE PERSONAL RESPONSIBILITY FOR BUSINESS DEVELOPMENT, BUSINESS
SURVIVAL, HIRING, MANAGING, AS WELL AS THE MANAGEMENT OF VENDOR AND CUSTOMER RELATIONSHIPS. UNLIKE A
FRANCHISE SITUATION, THIS POSITION TYPICALLY HAS LITTLE STRUCTURE OR POLICIES IN PLACE. TYPICALLY THIS
PERSON IS ALSO INVOLVED OR PERSONALLY RESPONSIBLE FOR THE INITIAL IDEA FOR THE PRODUCT OR SERVICE AND
THE START OF THE BUSINESS.

EXAMINER - INSPECTOR

EXAMINERS OR INSPECTORS ARE REQUIRED IN A WIDE VARIETY OF AREAS SUCH AS INSURANCE CLAIMS, BUILDING
CONSTRUCTION, CRIMINAL OR FIRE INVESTIGATIONS, MOTOR VEHICLE OR OTHER TRANSPORTATION INSPECTORS, HEALTH
AND SAFETY COMPLIANCE OFFICERS, AND MANY MORE. WHATEVER THEY ARE EXAMINING OR INSPECTING, THEY NEED
GOOD JUDGMENT AND TO BE CAREFUL AND DETAILED OBSERVERS, ABLE TO SOLVE COMPLEX PROBLEMS, AND MAKE
DECISIONS EFFICIENTLY. THEY MUST ALSO BE ABLE TO COMMUNICATE CLEARLY BOTH ORALLY AND IN WRITING.

EXECUTIVE MANAGEMENT

MANAGEMENT POSITIONS THAT ARE TYPICALLY CONSIDERED MID MANAGEMENT AND HIGHER WITHIN AN ORGANIZATION.
THESE POSITIONS REQUIRE THE INDIVIDUAL TO NOT ONLY MANAGE PEOPLE, BUT OFTEN THEY MUST MANAGE A
CORPORATE STRATEGY, BUDGETS AND OTHER CORPORATE INITIATIVES. THIS POSITION USUALLY REQUIRES THE PERSON
TO MANAGE "OTHER MANAGERS OR SUPERVISORS" WITHIN THE ORGANIZATION. TITLES MAY INCLUDE EXECUTIVE,
SENIOR V.P., CFO, ClO, CEO, ETC.

FINANCIAL

(ACCOUNTING) POSITIONS THAT ENTAIL DEALING WITH CASH AND FINANCIAL RECORDS; EXAMPLES OF POSITION TITLES
INCLUDE BOOKKEEPING, FINANCIAL REPORTING, DATA ANALYSIS, ACCOUNTANT AND CONTROLLER.
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POSITIONS THAT REQUIRE THE EMPLOYEE TO DEAL DIRECTLY WITH FOOD ITEMS AND TYPICALLY WITH THE CUSTOMER
THEMSELVES; POSITION TITLES CAN INCLUDE FAST FOOD SERVICE, BANQUET SERVICES, WAITER, ETC.
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FOOD SERVICE

GRAPHIC ARTIST

DESIGN OR CREATE GRAPHICS TO MEET SPECIFIC COMMERCIAL OR PROMOTIONAL NEEDS, SUCH AS PACKAGING,
DISPLAYS, OR LOGOS. MAY USE A VARIETY OF MEDIUMS TO ACHIEVE ARTISTIC OR DECORATIVE EFFECTS. TITLES MAY
INCLUDE GRAPHIC DESIGN.

HOSPITALITY

POSITIONS WHERE THE EMPLOYEE INTERACTS DIRECTLY WITH GUESTS; POSITIONS TITLES INCLUDE BANQUET FOOD
SERVICE, FRONT-DESK, CONCIERGE, MAID, ETC.

HUMAN RESOURCES

POSITIONS THAT INVOLVE WORKING WITH EMPLOYEE/PERSONNEL ISSUES, EMPLOYMENT POLICIES AND PROCEDURES
AND PLANNING.

INBOUND CALL CENTER

POSITIONS WHERE THE EMPLOYEE DEALS WITH OUTBOUND AND/OR INBOUND CALLS TO SUPPORT CUSTOMERS, UP-SELL
GOODS OR SERVICES OR PROVIDE INFORMATION; PLEASE NOTE THAT THE “TELEMARKETING” REPORT IS BETTER SUITED
FOR CALL CENTER POSITIONS THAT REQUIRE THE EMPLOYEE TO SELL PRODUCTS OR SERVICES IN A DIRECT MANNER.

INBOUND CALL CENTER - TECHNICAL SUPPORT

SUPPORTING AND ASSISTING USERS OF TECHNOLOGY WITHIN A VARIETY OF AREAS SUCH AS BUT NOT LIMITED TO
WIRELESS ROUTERS, HARDWARE, SOFTWARE AS WELL AS ESCALATION TO OTHERS WHEN NECESSARY TO RESOLVE THE
CLIENT ISSUE. CALL TIMES CAN AVERAGE 20 MINUTES OR MORE DEPENDING ON THE COMPLEXITY OF THE TECHNOLOGY
BEING SUPPORTED.

IT

POSITIONS INVOLVING TASKS SUCH AS PROGRAMMING, NETWORK SUPPORT, AND TROUBLESHOOTING IT PROBLEMS.
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JOURNEYMAN - TRADESMAN

THESE POSITIONS INCLUDE ELECTRICIANS, PLUMBERS, PIPE FITTERS, AND OTHER SIMILAR TRADE SKILLS. IN THE
SPECIFIC SKILL AREAS AN INDIVIDUAL SHOULD BE ABLE TO ASSEMBLE, INSTALL, TEST, AND MAINTAIN RELEVANT
SYSTEMS USING ALL THE TOOLS AND EQUIPMENT OF THE TRADE AND WITHOUT FREQUENT OVERSIGHT OR SUPERVISION.
THEY SHOULD ALSO BE ABLE TO DIAGNOSE AND REPAIR MALFUNCTIONING SYSTEMS AND BE SURE THAT ALL WORK
MEETS JOB SPECIFICATIONS AND CODE STANDARDS.

GENERAL BUSINESS — JoB CATEGORIES (CON’T.)

LIGHT INDUSTRIAL

POSITIONS WITHIN PRODUCTION AND MANUFACTURING ENVIRONMENTS THAT TYPICALLY REQUIRE THE INDIVIDUAL TO
FOLLOW A PROCESS AND SAFETY PROCEDURES.

MAINTENANCE TECHNICIAN

POSITIONS THAT INVOLVE THE MAINTENANCE, REPAIR AND INSTALLATION OF INTERNAL MACHINERY AND EQUIPMENT;
EXAMPLES OF POSITIONS TITLES INCLUDE SERVICE TECHNICIAN.

MANAGEMENT

MANAGERS DIRECT THE ACTIVITIES OF A BUSINESS OR OF A UNIT OF A LARGE ENTERPRISE. THEY PLAN AND OVERSEE
ACTIVITIES; MANAGE STAFF SCHEDULES AND ASSIGNMENTS; ESTABLISH FINANCIAL AND PRODUCTIVITY STANDARDS AND
REVIEW PERFORMANCE ACCORDING TO THOSE STANDARDS; COORDINATE WITH OTHER BUSINESS UNITS OR OUTSIDE
GROUPS TO ACHIEVE OBJECTIVES. MANAGERS MUST BE ABLE TO APPLY STANDARD MANAGEMENT PRINCIPLES, BE
DECISIVE AND SOCIALLY PERCEPTIVE, AND HAVE GOOD JUDGMENT AND PERSUASIVE COMMUNICATION SKILLS.

MARKETING & PUBLIC RELATIONS

MARKETING AND PUBLIC RELATIONS SPECIALISTS OR ANALYSTS DEVELOP EFFECTIVE COMMUNICATIONS FOR PURPOSES
SUCH AS BUILDING GOODWILL FOR THE BUSINESS OR ORGANIZATION, PROMOTING ITS PRODUCTS OR SERVICES,
PROVIDING INFORMATION, ETC. PRIMARILY TO THE GENERAL PUBLIC OR TARGETED SEGMENTS BUT OFTEN INTERNALLY
AS WELL. THEY MAY ALSO TRACK DATA ON EFFECTIVENESS OF THEIR EFFORTS OR ON EMERGING TRENDS. STRONG
COMMUNICATIONS SKILLS, BOTH WRITTEN AND ORAL, AND GOOD INTERPERSONAL SKILLS ARE ESSENTIAL.

MECHANIC

MECHANICS MAINTAIN, ADJUST, DIAGNOSE, REPAIR, OVERHAUL ALL KINDS OF ENGINES, MACHINES, AND OTHER
EQUIPMENT. THEY NORMALLY WORK ON A SINGLE TYPE OF EQUIPMENT SUCH AS AUTOS, INDUSTRIAL MACHINERY,
SMALL ENGINES, AIRPLANE ENGINES, ETC. THEY MUST FOLLOW STANDARD PROCEDURES, MAINTAIN SAFETY
REQUIREMENTS, AND BE ABLE TO OPERATE THE APPARATUS OF THEIR TRADE FROM BASIC TOOLS TO ADVANCED
TECHNOLOGICAL EQUIPMENT. THEY ALSO NEED TO COMMUNICATE CLEARLY WITH THEIR CUSTOMERS ABOUT PROPER USE
AND REPAIRS.
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MULTI-LOCATION MANAGER

(OTHER POSITION TITLES INCLUDE MULTI-UNIT MANAGER) - THIS POSITION TYPICALLY HAS TOTAL SUPERVISORY
RESPONSIBILITY FOR ALL STORES AND/OR LOCATIONS IN HIS/HER ASSIGNED DIVISION/TERRITORY, INCLUDING, BUT NOT
LIMITED TO SALES PROFITS, GROSS MARGIN, EXPENSE CONTROL, AND RETENTION OF CUSTOMERS AS WELL AS
EMPLOYEES. SHOULD COMMUNICATE AND MANAGE INDIVIDUAL LOCATION SUPERVISORS TO ACHIEVE SALES, PAYROLL
AND PROFIT GOALS IN CONFORMANCE WITH COMPANY STRATEGY AND GOALS.

OTHER (GENERAL)

POSITIONS THAT ARE UNIQUE AND NOT CURRENTLY COVERED WITH THE GENERIC JOB CATEGORY TEMPLATES PROVIDED.

OUTBOUND CALL CENTER

POSITIONS WHERE THE EMPLOYEE DEALS WITH OUTBOUND CALLS TO SUPPORT CUSTOMERS, PROVIDE INFORMATION AND
MAY IN SOME CASES GENTLY ATTEMPT TO UP-SELL ADDITIONAL GOODS OR SERVICES. THESE POSITIONS ARE NOT
TELEMARKETING IN NATURE WHERE A STRONG CLOSE IS NECESSARY. THESE POSITIONS ARE PRIMARILY FOR PROVIDING
ASSISTANCE AND/OR INFORMATION TO THE CALLER.

PERSUASIVE SALES

POSITIONS THAT REQUIRE PROSPECTING, CLOSING, AND ACCOUNT MANAGEMENT.

PROJECT MANAGER

IN CHARGE OF THE OVERALL MANAGEMENT, UPDATE AND COMPLETION OF A PROJECT. POSITION USUALLY REQUIRES THE
CREATION AND DETAILED UPDATING OF PROJECT REPORTS AS WE AS WRITTEN AND VERBAL COMMUNICATION TO THE
PROJECT TEAM.

PURCHASING

SUCH POSITIONS INCLUDE TASKS THROUGH THE ENTIRE PURCHASING CYCLE: FROM IDENTIFICATION OF QUALITY
PRODUCTS OR SERVICES AND VENDORS, TO NEGOTIATION OF SUPPLY CONTRACTS, TO MONITORING OF DELIVERY, TO
CHECKING FOR DEFECTS, AND TO ENSURING CONTRACT COMPLIANCE. INCUMBENTS NEED TO BE SKILLFUL NEGOTIATORS,
AND GOOD BUSINESS JUDGMENT IN ORDER TO ASSESS THE MATERIALS, PRODUCTS, OR SERVICES BEING PURCHASED AND
SCHEDULE THEIR USE EFFICIENTLY.

RECRUITER

RECRUITERS ARE RESPONSIBLE FOR IDENTIFYING CANDIDATES FOR CURRENT AND FUTURE JOB OPENINGS. THEIR
DUTIES MAY ALSO INCLUDE PROCESSING ALL EMPLOYMENT ACTIONS AND MAINTAINING EMPLOYEE RECORDS. THEY SEEK
OUT, INTERVIEW, AND SCREEN CANDIDATES. y
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RECRUITERS NEED TO UTILIZE CONTEMPORARY RECRUITING STRATEGIES AND MEET ANTI-DISCRIMINATION
REQUIREMENTS. A CLEAR UNDERSTANDING OF THE REQUIREMENTS OF THE POSITIONS THEY ARE SEEKING TO FILL PLUS
GOOD COMMUNICATION SKILLS ARE ESSENTIAL.

RETAIL CLERK

POSITIONS WHERE THE EMPLOYEE IS EXPECTED TO FOLLOW STORE POLICIES, HANDLE A CASH REGISTER, HANDLE
CREDIT CARD TRANSACTIONS AS WELL AS ANSWER BASIC QUESTIONS FOR CUSTOMERS IN A FRIENDLY AND PROACTIVE
MANNER.

RETAIL SALES

POSITIONS WHERE CUSTOMERS COME TO PURCHASE, BROWSE, OR RESEARCH GOODS OR SERVICES; THE EMPLOYEE IS
TYPICALLY EXPECTED TO ASSIST IN EDUCATION, AND APPLY MODERATE CLOSING EFFORTS.

RETAIL STORE MANAGER

POSITIONS THAT REQUIRE THE MANAGEMENT OF A RETAIL STORE THAT CUSTOMERS COME TO PURCHASE, BROWSE, OR
RESEARCH GOODS OR SERVICES; THE EMPLOYEE IS TYPICALLY EXPECTED TO ASSIST IN HIRING, TRAINING AND
MANAGEMENT OF EMPLOYEE AS WELL EDUCATION, AND APPLY MODERATE CLOSING EFFORTS WITH CUSTOMERS.

RETAIL STORE MANAGER — WIRELESS

POSITION THAT REQUIRE MANAGEMENT OF A RETAIL STORE THAT MARKETS WIRELESS PRODUCTS AND SERVICES

SECURITY

SECURITY WORKERS OCCUPY AN ARRAY OF POSITIONS BOTH PUBLIC AND PRIVATE SECTORS SUCH AS VARIOUS TYPES OF
POLICE OFFICERS, PRIVATE SECURITY GUARDS, CORRECTIONS GUARDS, ANIMAL CONTROL OFFICERS, BRIDGE AND LOCK
TENDERS, ETC. THEY MUST BE OBSERVANT, WILLING TO TAKE DIRECTION AND FOLLOW POLICIES AND PROCEDURES, AND
ABLE TO COMMUNICATE EFFECTIVELY WITH THE PUBLIC AS WELL AS THEIR SUPERVISORS AND CO-WORKERS. POLICE
AND OTHER PUBLIC OFFICERS MUST BE ABLE TO ENFORCE THE LAW; ALL SECURITY WORKERS MUST BE ABLE TO
RESPOND TO EMERGENCIES, PROTECT PEOPLE AND PROPERTY, AND GIVE AID AS NEEDED.

SOFTWARE ENGINEER

THE FOLLOWING TITLES FALL UNDER THE SOFTWARE ENGINEER CATEGORY: ASSOCIATE SOFTWARE ARCHITECT,
INTERMEDIATE SOFTWARE ARCHITECT, SENIOR SOFTWARE ARCHITECT AND ADVISORY SOFTWARE ARCHITECT. THIS TYPE
OF ROLE TYPICALLY INVOLVES ALL OR PART OF THE FOLLOWING: PROVIDE ARCHITECTURAL AND BIG PICTURE
OVERSIGHT FOR DEVELOPMENT OF NEW OR ENHANCED PRODUCTS.
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WORK WITH VARIOUS PRODUCT DEVELOPERS, PRODUCT MANAGERS, AND CUSTOMER APPLICATION EXPERTS TO CREATE
SOFTWARE PRODUCTS CONTAINING REQUIRED FEATURES AND MODIFICATIONS. PROVIDE TECHNICAL ADVICE TO OTHER
DEPARTMENTS WITHIN THE ORGANIZATION, AND MAY BE RESPONSIBLE FOR INTEGRATING COMPONENTS BUILT BY
PRODUCT DEVELOPERS.

SOLUTION SALES

SALES POSITIONS THAT DEAL WITH SOLUTIONS AND CONCEPTUAL PRODUCTS OR SERVICES RATHER THAN MORE
TANGIBLE ITEMS; USUALLY A “CONSULTING” TYPE OF SALES PROCESS WHERE THE REP MUST ADAPT RATHER THAN
FOLLOW A SCRIPT; USUALLY A MORE COMPLEX PRODUCT OR SERVICE REQUIRING MORE EXTENSIVE TRAINING AND SKILL

SUPERVISOR

(SUPERVISORY) POSITIONS THAT INVOLVE THE DIRECT SUPERVISION AND DIRECTION OF OTHERS; EXAMPLES OF
POSITION TITLES INCLUDE SUPERVISOR, GROUP LEAD, DIRECTOR, MANAGER, TEAM LEAD.

TEACHER

PERFORM DUTIES THAT ARE INSTRUCTIONAL IN NATURE OR DELIVER DIRECT SERVICES TO STUDENTS. POSITIONS IN
THIS CATEGORY DO NOT ALWAYS INVOLVE THE ACTUAL DEVELOPMENT OF CURRICULUM. THESE POSITIONS ARE TO
PROVIDE CONSISTENT DELIVERY OF A CURRICULUM TO THE STUDENTS AND THEN MEASURE COMPREHENSION.

TECHNICAL WRITER

TECHNICAL WRITERS DRAFT AND EDIT MATERIALS SUCH AS EQUIPMENT MANUALS OR OPERATING AND MAINTENANCE
INSTRUCTIONS. THE WRITER MUST BE ABLE TO EMPLOY VARIOUS STYLES IN ORDER TO TAILOR THE MANUAL TO THE
SKILL LEVEL OF THE EXPECTED READER. IN ADDITION TO GOOD WRITING ABILITY, THE WRITER MUST ALSO BE ABLE TO
COMMUNICATE BOTH WITH ENGINEERS OR OTHER TECHNICIANS AND WITH SALES OR CUSTOMER REPRESENTATIVES AND
DESCRIBE THE PRODUCT OR EQUIPMENT CLEARLY.

TECHNOLOGY CONSULTANT

ROLES THAT REQUIRE A HIGH LEVEL OF TECHNOLOGY EXPERTISE AND THE ABILITY TO CONSULT WITH PROSPECTS AND
CUSTOMERS TO FIND SOLUTIONS TO TECHNOLOGY RELATED ISSUES. THESE ROLES TYPICALLY HAVE VERY DEFINED
PROCEDURES IN TERMS OF WHAT SOLUTIONS HAVE BEEN BUILT TO MEET THE NEEDS OF THE CLIENT, BUT THIS ROLE
REQUIRES THE INDIVIDUAL TO MAKE CERTAIN THAT THE SOLUTION IS TAILORED TO MEET THE CUSTOMER'S SPECIFIC
NEEDS.

TELEMARKETING

POSITIONS THAT REQUIRE THE INDIVIDUAL TO MAKE OUTBOUND CALLS FOR THE PURPOSE OF SELLING, SETTING
APPOINTMENTS, OR GETTING INFORMATION
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WAREHOUSE

POSITIONS THAT REQUIRE THE HANDLING AND ORGANIZING OF GOODS

Healthcare — Job Categories

COUNSELOR

COUNSELORS WORK WITH INDIVIDUALS, EITHER SINGLY OR IN GROUPS, TO IDENTIFY AND STRIVE TO RESOLVE
PROBLEMS IN THEIR CLIENTS' LIVES. COUNSELORS SPECIALIZE IN DEFINED AREAS SUCH AS EDUCATIONAL,
REHABILITATION, SUBSTANCE ABUSE, MENTAL HEALTH, ETC. AND MUST BE ABLE TO FOLLOW BEST PRACTICES AND
APPLY PRINCIPLES OF THEIR SPECIALTY AREA. THEY MUST BE SOCIALLY PERCEPTIVE AND SKILLED AT LISTENING AND
EMPATHIZING, PROBLEM-SOLVING, AND COMMUNICATING WITH THEIR CLIENTS.

DIRECT HEALTHCARE SUPPORT PROFESSIONAL

THIS POSITION PROVIDES DIRECT SUPPORT INCLUDING BUT NOT LIMITED TO EMOTIONAL SUPPORT, PHYSICAL SUPPORT
AND MONITORING AND DEVELOPMENT OF THE SKILLS NECESSARY TO CARE FOR AND/OR TO LEAD A DEVELOPMENTALLY
DISABLED INDIVIDUAL TO MORE INDEPENDENCE.

DIRECT HEALTHCARE SUPERVISOR

RESPONSIBLE FOR THE OVERALL OPERATION OF ASSIGNED SERVICE SITE(S) INCLUDING STAFF, BUDGET, COMPLIANCE
WITH STATE/FEDERAL REGULATIONS OR STANDARDS OF SERVICE, AND GENERAL QUALITY OF SERVICE TO PERSON(S)
SERVED IN THESE PROGRAMS.

EMERGENCY MEDICAL TECHNICIAN

EMERGENCY MEDICAL TECHNICIANS (EMTS) OR PARAMEDICS RESPOND TO INJURED OR ILL INDIVIDUALS IN EMERGENCY
SITUATIONS. SOUND JUDGMENT, GOOD PROBLEM-SOLVING SKILLS, AND ABILITY TO MAKE DECISIONS QUICKLY UNDER
PRESSURE ARE ESSENTIAL AS THEY MUST ASSESS THE PATIENT'S MEDICAL STATUS AND ADMINISTER EMERGENCY CARE.
EMTS NEED TO FOLLOW THE BEST PRACTICES OF EMERGENCY MEDICAL CARE AND HAVE THE INTERPERSONAL
SENSITIVITY AND COMMUNICATION SKILLS NECESSARY TO CARE FOR AND COMFORT THE PATIENT.

HEALTHCARE PROFESSIONAL

REGISTERED NURSES (RNS) PROVIDE DIRECT PATIENT CARE AND OVERSEE AND COORDINATE CARE PROVIDED BY LOWER
LEVEL STAFF IN BOTH IN- AND OUT-PATIENT SETTINGS. MOST NURSES SPECIALIZE IN SPECIFIC AREAS AND ALL NEED TO
FOLLOW STANDARD PROCEDURES AND BEST PRACTICES OF CARE FOR VARIOUS ILLNESSES AND INJURIES IN THEIR
SPECIALTY.
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NURSES MUST HAVE SOUND JUDGMENT AND DECISION-MAKING SKILLS PLUS EXCELLENT INTERPERSONAL PERCEPTION
AND COMMUNICATION SKILLS AND BE WILLING TO ALTER THEIR ROUTINES TO RESPOND TO EMERGENCIES.

HOME CARE ASSISTANT

POSITIONS THAT REQUIRE THE INDIVIDUAL TO ASSIST ILL, DISABLED, OR INFIRM PERSONS WITH DRESSING, FEEDING,
AMBULATION, TOILETING AND PERSONAL HYGIENE TO FACILITATE SELF-CARE WITHIN THE HOME. COMPARED TO A "HOME
CARE COMPANION" ROLE, THE "HOME CARE ASSISTANT" HAS MORE RESPONSIBILITY AND IN SOME CASES LIABILITY FOR
LEADING AND DIRECTING THE CLIENT IN THEIR PERSONAL CARE. HOWEVER, THE HOME CARE ASSISTANT MAY ALSO
FULFILL MANY OF THE SAME TASKS AS THE HOME CARE COMPANION WHICH INCLUDE THE ASSISTANCE OF THE ILL,
DISABLED OR INFIRM PERSONS WITH HOUSEHOLD TASKS ESSENTIAL TO ACHIEVING ADEQUATE HOUSEHOLD AND FAMILY
MANAGEMENT AS WELL AS PROVIDING COMPANIONSHIP SERVICES. THIS INCLUDES BUT IS NOT LIMITED TO
TRANSPORTATION, SHOPPING, MEAL PREPARATION AND CLEANS UP, LIGHT HOUSEKEEPING AND LAUNDRY,
CONVERSATION, ANSWERING TELEPHONE AND DOOR, LETTER WRITING AND CORRESPONDENCE, ENCOURAGING HOBBIES
AND ASSISTANCE WITH PETS.

HOME CARE COMPANION

POSITIONS THAT REQUIRE THE INDIVIDUAL TO WORK DIRECTLY WITH CLIENTS WHO REQUIRE PERSONAL CARE WITHIN
THE HOME; THIS POSITION TYPICALLY REQUIRES THE INDIVIDUAL TO ASSIST THE ILL, DISABLED OR INFIRM PERSONS
WITH HOUSEHOLD TASKS ESSENTIAL TO ACHIEVING ADEQUATE HOUSEHOLD AND FAMILY MANAGEMENT AS WELL AS
PROVIDING COMPANIONSHIP SERVICES. THIS INCLUDES BUT IS NOT LIMITED TO TRANSPORTATION, SHOPPING, MEAL
PREPARATION AND CLEANS UP, LIGHT HOUSEKEEPING AND LAUNDRY, CONVERSATION, ANSWERING TELEPHONE AND
DOOR, LETTER WRITING AND CORRESPONDENCE, ENCOURAGING HOBBIES AND ASSISTANCE WITH PETS.

HOME CARE SUPERVISOR

RESPONSIBLE FOR THE OVERALL OPERATION OF ASSIGNED SERVICE SITE(S) INCLUDING STAFF, BUDGET, COMPLIANCE
WITH STATE/FEDERAL REGULATIONS OR STANDARDS OF SERVICE, AND GENERAL QUALITY OF SERVICE TO PERSON(S)
SERVED IN THESE PROGRAMS.

LAB TECHNICIAN

POSITIONS THAT REQUIRE CLEANING, PROCESSING, STERILIZING SUPPLIES AND EQUIPMENT WITHIN A MEDICAL
ENVIRONMENT. INVOLVES FOLLOWING STRICT PROCEDURES FOR DECONTAMINATION OF EQUIPMENT.

MEDICAL BILLING

WITHIN A MEDICAL ENVIRONMENT, VERIFY ACCURACY OF BILLING DATA, REVISE ERRORS, PREPARE ITEMIZED
STATEMENTS, BILLS, OR INVOICES. IN SOME POSITIONS, THIS MAY INCLUDE CONTACTING AND COMMUNICATING
DIRECTLY WITH CUSTOMERS AND/OR INSURANCE COMPANIES REGARDING BILLING AND RESOLVE DISCREPANCIES IN
BILLING RECORDS.
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MEDICAL TECHNICIAN

MEDICAL TECHNICIANS INCLUDE THOSE WHO WORK UNDER THE SUPERVISION OF PHYSICIANS TO PROVIDE SPECIALTY
CARE, SUCH AS RADIOLOGY, RESPIRATORY, DIETETIC, LABORATORY, SURGICAL, VETERINARY TECHNICIANS, ETC. THEY
MUST FOLLOW DOCTORS' ORDERS AND SPECIFIC PROCEDURES ACCURATELY, OBSERVE PATIENTS CAREFULLY, AND
REPORT ANY PROBLEMS PROMPTLY. TECHNICIANS WHO HAVE DIRECT CONTACT WITH PATIENTS NEED TO BE SOCIALLY
PERCEPTIVE AND CARING, AND ALL NEED GOOD WRITTEN AND ORAL COMMUNICATION SKILLS.

NURSE ASSISTANT

PROVIDE BASIC PATIENT CARE UNDER DIRECTION OF NURSING STAFF. PERFORM DUTIES, SUCH AS FEED, BATHE, DRESS,
GROOM, OR MOVE PATIENTS, OR CHANGE LINENS.

PHARMACY AIDE

RECORD DRUGS DELIVERED TO THE PHARMACY, STORE INCOMING MERCHANDISE, AND INFORM THE SUPERVISOR OF
STOCK NEEDS. MAY OPERATE CASH REGISTER AND ACCEPT PRESCRIPTIONS FOR FILLING.

PROGRAM MANAGER

THIS POSITION OVERSEES DELIVERY OF CONSUMER SUPPORT SERVICES FOR ASSIGNED LOCATION. SUPERVISES
PERSONNEL TO ACHIEVE SERVICE, CLINICAL, AND FINANCIAL OBJECTIVES WITHIN THE GENERAL RESOURCE AND
REIMBURSEMENT MODELS. ENSURE COMPLIANCE WITH REGULATORY REQUIREMENTS THROUGH QUALITY ASSURANCE
ACTIVITIES. MULTIPLE RESOURCE AND/OR REIMBURSEMENT MODELS MAY BE INVOLVED IN ACHIEVING OBJECTIVES
WITHIN BROAD GUIDELINES.

REGISTERED NURSE - ER

REGISTERED NURSES (RNS) PROVIDE DIRECT PATIENT CARE AND OVERSEE AND COORDINATE CARE PROVIDED BY LOWER
LEVEL STAFF IN BOTH IN- AND OUT-PATIENT SETTINGS. MOST NURSES SPECIALIZE IN SPECIFIC AREAS AND ALL NEED TO
FOLLOW STANDARD PROCEDURES AND BEST PRACTICES OF CARE FOR VARIOUS ILLNESSES AND INJURIES IN THEIR
SPECIALTY. NURSES MUST HAVE SOUND JUDGMENT AND DECISION-MAKING SKILLS PLUS EXCELLENT INTERPERSONAL
PERCEPTION AND COMMUNICATION SKILLS AND BE WILLING TO ALTER THEIR ROUTINES TO RESPOND TO EMERGENCIES.
SOME TITLES COMMON TO THIS CATEGORY ARE MEDICAL SURGICAL, CRITICAL CARE, EMERGENCY RoomM, PACU,
OPERATING RoOM, FLOAT RN's AND LABOR AND DELIVERY.

REGISTERED NURSE - ICU

ICU REGISTERED NURSES (RNS) PROVIDE DIRECT PATIENT CARE AND OVERSEE AND COORDINATE CARE PROVIDED BY
LOWER LEVEL STAFF IN BOTH IN- AND OUT-PATIENT SETTINGS. MOST NURSES SPECIALIZE IN SPECIFIC AREAS AND ALL
NEED TO FOLLOW STANDARD PROCEDURES AND BEST PRACTICES OF CARE FOR VARIOUS ILLNESSES AND INJURIES IN
THEIR SPECIALTY. NURSES MUST HAVE SOUND JUDGMENT AND DECISION-MAKING SKILLS PLUS EXCELLENT
INTERPERSONAL PERCEPTION AND COMMUNICATION SKILLS AND BE WILLING TO ALTER THEIR ROUTINES TO RESPOND TO
EMERGENCIES. SOME TITLES COMMON TO THIS CATEGORY ARE MEDICAL SURGICAL, CRITICAL CARE, EMERGENCY ROOM,
PACU, OPERATING ROOM, FLOAT RN's AND LABOR AND DELIVERY.
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REGISTERED NURSE — MEDICAL SURGICAL

MEDICAL SURGICAL REGISTERED NURSES (RNS) PROVIDE DIRECT PATIENT CARE AND OVERSEE AND COORDINATE CARE
PROVIDED BY LOWER LEVEL STAFF IN BOTH IN- AND OUT-PATIENT SETTINGS. MOST NURSES SPECIALIZE IN SPECIFIC
AREAS AND ALL NEED TO FOLLOW STANDARD PROCEDURES AND BEST PRACTICES OF CARE FOR VARIOUS ILLNESSES AND
INJURIES IN THEIR SPECIALTY. NURSES MUST HAVE SOUND JUDGMENT AND DECISION-MAKING SKILLS PLUS EXCELLENT
INTERPERSONAL PERCEPTION AND COMMUNICATION SKILLS AND BE WILLING TO ALTER THEIR ROUTINES TO RESPOND TO
EMERGENCIES. SOME TITLES COMMON TO THIS CATEGORY ARE MEDICAL SURGICAL, CRITICAL CARE, EMERGENCY ROOM,
PACU, OPERATING ROOM, FLOAT RN's AND LABOR AND DELIVERY.

Hospitality — Job Categories

BACK OF HOUSE

POSITIONS IN THE KITCHEN OF A RESTAURANT WHERE A GREAT DEAL OF PLANNING IS NECESSARY TO PREPARE AND
FOLLOW THE DAY'S MENU. PREPARE AND ORGANIZE INGREDIENTS, SAUCES AND OTHER FOOD ITEMS THAT WILL BE
NECESSARY TO QUICKLY FILL ORDERS AS THEY ARE RECEIVED. THIS REPORT IS NOT SPECIFICALLY DESIGNED FOR A
CHEF POSITION BUT MORE FOR ALL OF THE SUPPORT TEAM IN THE KITCHEN THAT WORKS TO PREPARE THE NECESSARY
ITEMS FOR THE MEAL.

BARTENDER

POSITIONS WHERE THE EMPLOYEE IS FILLING DRINK ORDERS FOR BAR CUSTOMERS AND/OR WAIT STAFF, HANDLING
TAKE OUT ORDERS, HANDLING A CASH REGISTER, KEEPING THE BAR AREA CLEAN, PLANNING AND ORGANIZING BAR
SUPPLIES AND INTERACTING WITH CUSTOMERS IN A FRIENDLY MANNER.

CHEF - HEAD COOK

POSITIONS IN THE KITCHEN OF A RESTAURANT WHERE A GREAT DEAL OF PLANNING AND MANAGEMENT IS NECESSARY
FOR THE PREPARATION OF A MENU OF FOOD ITEMS. DIRECT OTHERS AND/OR PERSONALLY PREPARE AND ORGANIZE
INGREDIENTS, SAUCES AND OTHER FOOD ITEMS THAT WILL BE NECESSARY TO QUICKLY FILL ORDERS AS THEY ARE
RECEIVED. MANAGE KITCHEN STAFF TO KEEP THE KITCHEN CLEAN, ORGANIZED AND STOCKED WITH APPROPRIATE FOOD
AND INGREDIENTS.

GENERAL SUPPORT

POSITIONS WITHIN A RESTAURANT ENVIRONMENT WHICH INCLUDE BUSBOY, FOOD RUNNERS AS WELL AS SOME GENERAL
KITCHEN SUPPORT FOR CLEANING AND ORGANIZATION.
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GREETER

TO GREET AND MANAGE INCOMING CUSTOMERS. THIS POSITION NORMALLY ENTAILS THE MANAGEMENT OF THE
RESERVATION BOOK AS WELL AS THE WAIT LIST. REQUIRES COORDINATION OF EFFICIENT PLACEMENT OF CUSTOMERS IN
SECTIONS OF THE RESTAURANT.

RESTAURANT MANAGER

RESPONSIBLE FOR DIRECTLY MANAGING OR OVERSEEING THE MANAGEMENT OF ALL RESTAURANT STAFF, VENDOR
ORDERS AND DELIVERIES, FINANCIAL ACCOUNTING OPERATIONS FOR THE RESTAURANT AND THE OVERALL CUSTOMER
EXPERIENCE.

SERVER

POSITIONS WHERE THE EMPLOYEE IS DIRECTLY INTERACTING WITH A RESTAURANT CUSTOMER IN ORDER TO TAKE THEIR
FOOD AND BEVERAGE ORDERS, FULFILL THOSE ORDERS, INTERACT WITH THE KITCHEN TO MANAGE THE FLOW OF
ORDERS, INTERACT WITH THE BARTENDER FOR BEVERAGE ORDERS, PREPARE THE BILL, HANDLE PAYMENT, AND
CONTROL THE CUSTOMER EXPERIENCE.

Property Management — Job Categories

ASSISTANT PROPERTY MANAGER

FINANCIAL AND CLERICAL DUTIES INCLUDING ASSISTING THE PROPERTY MANAGER IN OVERSEEING THE DAY-TO-DAY
OPERATIONS OF A PROPERTY. THE ASSISTANT PROPERTY MANAGER HAS PRIMARY RESPONSIBILITY FOR THE COLLECTION
AND POSTING OF ALL INCOME DUE TO THE PROPERTY.

CUSTODIAL

CLEANING, CUSTODIAL, LIGHT MAINTENANCE AND OTHER SUPPORT SERVICES.

PROPERTY LEASING CONSULTANT

THE LEASING CONSULTANT INTERACTS DIRECTLY WITH PROSPECTIVE AND CURRENT RESIDENTS TO ACHIEVE MAXIMUM
OCCUPANCY, ACTS AS THE COMPANY'S REPRESENTATIVE BY CONVEYING THE BENEFITS OF THE COMMUNITY, IS
RESPONSIBLE FOR THE LEASING PROCESS FROM INTRODUCTION TO THE ACTUAL OCCUPANCY OF THE RESIDENT, AND
MAINTAINS COMMUNICATION THROUGHOUT THE TENANCY OF THE RESIDENT. -
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PROPERTY MAINTENANCE ASSISTANT

THE MAINTENANCE ASSISTANT IS RESPONSIBLE FOR MAINTAINING THE CLEANLINESS AND ORDERLINESS OF THE
PROPERTY BY CLEANING AND MAINTAINING THE BUILDINGS AND GROUNDS.

PROPERTY MAINTENANCE SUPERVISOR

THE MAINTENANCE SUPERVISOR WILL PERFORM GENERAL AND/OR SPECIALIZED MAINTENANCE AND REPAIRS,
SUPERVISE A TEAM OF MAINTENANCE TECHNICIANS AND ASSISTANTS, MANAGE A BUDGET FOR MOST COST EFFECTIVE
PRACTICES, AND PROVIDE SUPERVISION, TRAINING AND DEVELOPMENT FOR ASSIGNED ASSOCIATES.

PROPERTY MANAGER

THE PROPERTY MANAGER HAS FULL RESPONSIBILITY FOR MANAGING THE DAY-TO-DAY ACTIVITIES AT AN ASSIGNED
PROPERTY WHICH INCLUDES: DIRECTION AND SUPERVISION OF ALL STAFF TO ACHIEVE THE FINANCIAL AND OCCUPANCY
GOALS OF THE COMPLEX WHILE MAINTAINING THE PROPERTY IN GOOD PHYSICAL CONDITION AND APPEARANCE. THE
MANAGER IS ALSO RESPONSIBLE FOR IMPLEMENTING POLICIES AND PROCEDURES, SUPERVISING MAINTENANCE OF
BUILDING AND GROUNDS, PERFORMING ADMINISTRATIVE FUNCTIONS AND MONITORING THE PERFORMANCE OF VENDORS
AND CONTRACTORS.

Salon —Job Categories

SALON FIELD SALES

GREET CUSTOMERS AND MANAGE APPOINTMENT BOOK FOR SALON SERVICES. THIS POSITION USUALLY INCLUDES THE
PRESENTATION, DEMONSTRATION AND UP-SELLING OF PRODUCTS AND SERVICES. MAINTAINING THE PRESENTATION AND
AVAILABILITY OF PRODUCTS IN THE STORE.

SALON FRONT DESK — RETAIL

GREET CUSTOMERS AND MANAGE APPOINTMENT BOOK FOR SALON SERVICES. THIS POSITION USUALLY INCLUDES THE
PRESENTATION, DEMONSTRATION AND UP-SELLING OF PRODUCTS AND SERVICES. MAINTAINING THE PRESENTATION AND
AVAILABILITY OF PRODUCTS IN THE STORE.

SALON MANAGER

POSITIONS THAT INVOLVE THE DIRECT DAY TO DAY MANAGEMENT AND DIRECTION OF SALON EMPLOYEES.
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SALON SPA TECHNICIAN

PROVIDE BEAUTY SERVICES SUCH AS FACIALS, HAND TREATMENT, WAXING AS WELL AS NAIL CARE. THIS MAY ALSO
INCLUDE THE RECOMMENDATION OF PRODUCTS. TITLES FOR THIS CATEGORY WOULD INCLUDE AESTHETICIANS AND NAIL
TECHS.

STYLIST

PROVIDE BEAUTY SERVICES, SUCH AS SHAMPOOING, CUTTING, COLORING AND STYLING HAIR. THIS MAY ALSO INCLUDE
CONSULTING WITH THE CUSTOMER ABOUT HOW TO CARE FOR A PARTICULAR HAIR TYPE INCLUDING THE
RECOMMENDATION OF CERTAIN PRODUCTS.

Leadership Identification and Development

TRAINING & COACHING NEW EMPLOYEES (ON-BOARDING)

THERE ARE MANY CORE WORKPLACE BEHAVIORAL TRAITS THAT TRANSCEND MOST JOBS WITHIN THE ORGANIZATION.
THIS REPORT IS DESIGNED TO BE USED WITH NEW EMPLOYEES FOR THE PURPOSE OF HELPING BOTH THE EMPLOYEE
AND THEIR DIRECT SUPERVISOR/MANAGER PLAN FOR THE EMPLOYEE’S DEVELOPMENT. THE REPORT COVERS AREAS SUCH
AS "LEARNING NEW THINGS", "WORKING ON A TEAM” AND "TAKING DIRECTION FROM OTHERS".

TRAINING & COACHING EXISTING EMPLOYEES

THIS REPORT IS BROKEN DOWN INTO BASIC WORK BEHAVIORS THAT AFFECT MOST JOBS. THE REPORT IS DESIGNED TO BE
USED WITH EXISTING EMPLOYEES FOR THE PURPOSE OF HELPING BOTH THE EMPLOYEE AND THEIR DIRECT
SUPERVISOR/MANAGER PLAN FOR THE EMPLOYEE’S DEVELOPMENT. TIPS WILL BE GIVEN FOR SOME AREAS THAT CAN BE
USED TO IMPROVE PERFORMANCE, TRAINING AND COACHING OF THE EMPLOYEE OVER TIME. THE REPORT COVERS AREAS
SUCH AS “DEALING WITH CHANGE", "HANDLING STRESS" AND "CONSISTENTLY FOLLOWING PROCEDURES".

LEADERSHIP — MANAGERIAL

THIS REPORT IS DESIGNED TO ASSIST IN EXPLORING AREAS WHERE EMPLOYEES CAN BE DEVELOPED AS A LEADER IN A
MANAGERIAL ROLE. THE REPORT IS BROKEN DOWN INTO SECTIONS COVERING BEHAVIORAL AREAS SUCH AS “SOLVING
PROBLEMS” AND ‘“MAKING DECISIONS”. THE REPORTS CAN ALSO BE USED BY AN INDIVIDUAL WHO WANTS TO EXPLORE
THEIR OWN CORE PERSONALITY TRAITS AND HOW THEY AFFECT THEIR LEADERSHIP STYLE. THE REPORT PROVIDES TIPS
AS TO HOW THE INDIVIDUAL CAN DEVELOP THEMSELVES IN A LEADERSHIP ROLE.
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LEADERSHIP - EXECUTIVE

THIS REPORT IS DESIGNED TO ASSIST IN EXPLORING AREAS WHERE EMPLOYEES CAN BE DEVELOPED AS A LEADER IN AN
EXECUTIVE ROLE. THIS REPORT IS BROKEN DOWN INTO SECTIONS COVERING AREAS THAT ARE TYPICALLY FOUND WITHIN
AN EXECUTIVE LEVEL POSITION. MOST EXECUTIVE LEVEL POSITIONS ARE SIMILAR TO AN "ENTREPRENEURIAL" SITUATION
IN THAT THE INDIVIDUAL IS RESPONSIBLE FOR A BUSINESS UNIT OR MAJOR DIVISION OF A COMPANY WITH ITS OWN
REQUIREMENTS FOR PROFITABILITY, BUDGETING, STRATEGIC PLANNING, ETC. THE REPORT IS BROKEN DOWN INTO
SECTIONS SUCH AS "BUSINESS PLANNING AND VISION" AND “SELLING AND MARKETING”.

LEADERSHIP — SELF-DEVELOPMENT

THIS REPORT IS DESIGNED TO BE USED BY AN INDIVIDUAL WHO WANTS TO EXPLORE THEIR OWN CORE PERSONALITY
TRAITS AND HOW THEY AFFECT THEIR LEADERSHIP STYLE. THE REPORT PROVIDES TIPS AS TO HOW THE INDIVIDUAL CAN
DEVELOP THEMSELVES IN A LEADERSHIP ROLE.
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