ROLES & RESPONIBLITIES

AM DUTIES:
1. Check Message Bank.  Daily.

2. Run QDP Macro.  Completed by 8:30am, Mon – Sat.


3. Run Match Macro Report & Process.  Completed ASAP.

4. Confirm traffic data has been successfully save and traffic transfer is completed by 8:00am.

5. Run Outstanding Fault Report for S*Plus & Process.  Completed by 11:00am, Tues – Sat.

6. Run Outstanding Fault Report for MTMS & Process.  Completed by 11:00am, Tues – Sat.

PM DUTIES:
1. Pin Checker Report.  Daily.

2. Password Resets.  Daily.

3. All Phones are Logged Out.

DAILY DUTIES:
· Process Faults in S*Plus

· Process Work in Group E-mail Box.

· Check Robot is Processing QDL Faults.

· Sultan Test.

· MTMS Checks.  Alarms, Pin Numbers etc.

· Calls form Technicians.

WEEKLY DUTIES:
· EDM Update on Robot Logins.

