Tasks of the different departments in a training firm
Secretary

· Processing incoming mail

· Entering incoming and outgoing mail in the inbox lists and outbox lists

· Keeping an attendance list

· Picking up the phone

· Checking, forwarding, editing, deleting e-mails

· Planning and organization of business travels and seminars

· Collecting work tasks at the end of the lesson

· Making appointments for business deals

Personnel Department

· Collection of basic claims data of the employees

· Payroll accounting (incl. overtime and holiday and Christmas allowances)

· Calculation of payroll fringe costs

· Registration of employees with the social insurance

· Salary classification and collective agreements

· Advising employees on social insurance and collective agreement matters

· Time recording

· Filing of all documents

· Writing out recommendations

· Correspondence relating to termination of employments

· Correspondence relating to employment of employees

· Making detailed job descriptions

· Carrying out job interviews

· Creating job offers

Sales and Marketing

· Creating and updating the catalogue

· Planning and making marketing campaigns

· Product sale (delivery and invoicing)

· Keeping an articles-list

· Creating and updating order forms

· Updating the web shop

· Regular check of the web shop

· Looking through catalogues of other training firms

· Dealing with orders: checking the inventory and writing out invoices and delivery notes
· Forwarding outgoing invoices to the accountancy
· Forwarding outgoing invoices to the purchasing department

Purchasing Department

· Purchase of goods (trade goods, office equipment etc….)

· Record of stock rotation (Record of purchase and sale of trade goods using BMD)

· Making orders (Sending orders to other training firms)

· Writing inquiries (Writing inquiries and asking for catalogues and further information)

· Checking supplies and incoming invoices (Comparing delivery notes with incoming invoices)

· Filing documents and forwarding documents to the accountancy (Copying documents that have been dealt with and forwarding them to the accountancy)

· Dealing with complaints

Accountancy

· Double-entry accounting

· Booking outgoing and incoming invoices using BMD

· Printing, storing, checking and booking account statements

· Booking duties and taxes

· Booking other documents (bank statements, credits…)

· Making all payments (salaries, invoices, charges, taxes….)

· Filing of all documents

· Monthly and annual statements of account

· Making a reminder plan and writing reminders

· Keeping a cashbook

· Working out key data
