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Duties and Management of the Five Divisions of

Certified Data Processing Contractors, Inc.

Office Division

Management Description:

David Covert, Head of Office & PC Builder for Employees and Banks

Midwest City, Oklahoma – 33 - (405-426-0480).
David is working on the hardware and software of the PC computers.  He has worked on PC computers his entry life and uses a PC computer every day of his life.  I have no double that he is qualified to be the person that is responsible for building the banks computers as well as responsible for building the employee computers.

I need the employees to have a computer that will communication information to other employees and use the software that is required to do the job that he has been assigned.  So, David has the responsibility to build the computer that will have the products that are used by the employee.  Also, he needs to keep track of both the hardware and software for accounting reason that he puts on the employee system.

David know how importance of the Head of Office Management.  Anyone can have fraud particular in this division because this Office Division has access to the money.  David needs to inspect the payroll before it goes to the employee.  Inspect the collects that are coming to CDPC.  He needs to be vigilant in ever aspect of his Office Division.  It is important that he is never rush to make a dead line and he hires the right people for the job.

He has been experienced in interviewing employees for potential computer jobs.  However, he must interview potential employees that can fill the potential job of employee at home, managers and directors.  Some employee will specialize in building computers for banks, specialize in computer building computers for employees, specialize in invoices, and specialize in collection and other activities of the Office Division.

PAGE  
1
Certified Data Processing Contractors, Inc.

 P.O. Box 30694, Midwest City, OK 73140-3694

Phone: 405-259-9229 ( e-mail: lcovert@cox.net 

