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	Work Process Schedule
	SKILLS
	

	Verify accuracy of financial or transactional data.

	0

	

	Execute sales or other financial transactions.

	0

	

	Collect deposits, payments or fees.

	0

	

	Calculate financial data.

	0

	

	Prepare cash for deposit or disbursement.

	0

	

	Enter information into databases or software programs.

	0

	

	Respond to customer problems or complaints.

	0

	

	Answer customer questions about goods or services.

	0

	

	Answer telephones to direct calls or provide information.

	0

	

	Order materials, supplies, or equipment.

	0

	

	Sell products or services.

	0

	

	Obtain personal or financial information about customers or applicants.

	0

	

	Type documents.

	0

	

	Totals
	SKILLS
0
	OJT HRS
0




