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Senior Traffic Office Clerk    

Summary

Preparing and transmitting force schedules and payroll reports in a timely and accurate manner. Operating the computer and office machines for extended periods of time. Handling incoming and outgoing office correspondence, including proprietary information.
General Duties
Duties may include, but are not limited to, the following: 
A. Preparing force schedules including vacation and holiday schedules. Must follow contractual, company and office guidelines when issuing work tours, overtime, etc.

B. Performing administrative functions including typing, data entry, filing, mail sorting and others.  May be confidential material/proprietary information.

C. Preparing bills and vouchers, payroll, and various office records for input, into appropriate systems. Checking and coding bills for accuracy and vouchers.  Ensure that office bills are paid on time using company payment systems. Ordering office supplies.
D. Ensure that Client Contact information is kept current

E. Preparing reports and letters with emphasis on accuracy; analyzing and summarizing data. Accessing data sources, retrieving data as required by assignment.
F. Maintaining records according to retention schedule.
G. Operating and maintaining various office equipment.

H. Proficiency with various software applications where applicable.  

I. Works with minimum supervision 

J. Operates Computer for extended periods of time. 
K. Performing all duties in a professional, courteous and cooperative manner ensuring customer requirements are met or exceeded. 
L. May be required to perform additional duties and tasks as required by the Company.
Basic Qualifications

A. Ability to communicate effectively with customers, both orally and in writing.
B. Must have basic computer skills.

C. Knowledge of Microsoft Excel and Word.
D. Security background investigation may be required. 

E. Must be available to work scheduled tours designated by the Collective Bargaining Agreement and/or the needs of the business.  Associates may be required to work evenings, weekends, holidays, and overtime as the needs of the business necessitate.  Non-scheduled days will be required as needs of the business necessitate. 
Training

Training generally includes eight days to two weeks of formal training usually conducted at various company locations. Additional training may be given on-the-job. 

Frontier is an Equal Employment Opportunity Company and does not discriminate on the basis of age, color, citizenship status, disability, disabled veteran status, gender, marital status, national origin, race, religion, sexual orientation, Vietnam-era veteran status or any other characteristic protected by applicable law.
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