Fixed TASK Schedule (FTS)
Perform only the tasks which relate to your job role

A. [bookmark: A._9:00_AM_-11:00_AM_recurring_tasks]9:00 AM-11:00 AM recurring tasks
1. Morning checks: work email calendar/missed calls/voicemail/junk-spam for messages
2. [bookmark: 2._Make_SLAB_confirmation_calls]*Make SLAB confirmation calls
3. Check for cleared CVs from management
4. Check agency/trade website for visibility
5. Check Vonage phone for incoming messages
6. Make reference reminder calls/send out reference request forms
7. Receive cleared CVs back from management (if appropriate)
8. Make candidate interview booking calls
9. [bookmark: 5._Make_SPR_reference_verification_calls]Review work calendar 
10. Conduct any administrative meetings (if assigned)
11. Process references as required
12. Correct any candidate details as rejected by Q.C. department 

B. 12:00PM–5:00 PM recurring tasks
1. *Conduct video interviews as scheduled
2. *Send out interview confirmations/job descriptions to booked candidates between 4:00-5:00PM
3. Submit CVs for call clearance at 4:00 PM to management
4. Perform tasks listed on your assigned spreadsheet
5. Ensure that all VIDEOS are recorded and showing in ZOOM
6. SIGN OUT (include all attachments)
[bookmark: Mondays]
C. Mondays/first work day of each week
1. Weekly open:-Receive policy and procedure changes 
2. Receive approved expense/entitlement report back from management

D. [bookmark: D._Tuesdays][bookmark: F._Thursdays][bookmark: G._Fridays]Fridays/last work day of each week
1. Weekly close out: Attach to DTC PM-Feedback survey/expense-entitlement/SUB/D-SUB/X- SUB/CONVO Report/CAMS task list /Expense spreadsheet/Vonage call record/clicksend text report/user account register/TITO spreadsheet/student report card 
2. Complete certification module (if required by contract)
3. Receive new campaigns for next week  (if appropriate)
4. Submit FORM 30 WORK ROTA for next week
5. Post/update social media as instructed by company
6. Submit Stripe payment invoice for week 


