
[bookmark: _Toc222044349]Part-time Position: 2 hours/day – 10 hours a week

The Computer Operator (CO) duties include:
1)	Making certain all data is entered and updated in customer relationship software. 
2)	Where the CO notices other staff making incorrect data entry, the CO must inform them of the correct procedures. 
3)	The Computer Operator ensures that he or she always follows the steps of the Computer Operator Daily task checklist. 
4)	The Computer Operator is, when needed, a backup for the receiptionist.  This entails greeting customers, handling insurance payments, answering and forwarding calls to correct party and other duties as assigned. 
5)	The Computer Operator is expected to train using online training to a sufficient level. As new processes, training materials, help messages, etc., are released, he or she is expected to maintain his or her knowledge.
6)	A Computer Operator is responsible for insuring that various user-defined fields are updated on the record update form to reflect the content of those fields as they exist in the computer. All of the record update forms are in Microsoft® Word. 
7)  The Computer Operator must be well-trained enough to answer questions of other members of the team. For those questions he or she can not answer, contact must be made with the support groups at Bill Good Marketing.
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