Finance Manager
The Finance Manager directs the overall financial plans and accounting practices of the organisation and oversees accounting, budget, tax and audit activities. Manages financial and accounting system controls and standards and ensures timely financial and statistical reports for management and/or Board use.

 Also directs and plans budget and cost controls, financial analysis and reports. Analyses and interprets financial data and may recommend and implement changes to improve systems and financial performance.  Provides assessment of existing and proposed financial plans and policies and proposes changes to ensure organisation achieves financial targets.

Accounts Manager or Bookkeeper
The Accounts Manager or Bookkeeper manages accounting functions and preparation of reports and statistics detailing financial results. Establishes and maintains accounting practices to ensure accurate and reliable data necessary for business operations within the organisation's established policies. 

Records organisation's business transactions and retains all accounting records. Posts, verifies, and reconciles accounts payable, accounts receivable, expenses, payroll, or other ledger accounts and prepares statements and invoices. Examines records of amounts due and makes sure invoices are paid according to terms and discounts taken. May handle balancing and reconciliations and bank deposits.  

Payroll Clerk
Manages the preparation, distribution, and reporting processes for payroll. Calculates wages, overtime, and deductions to ensure compliance with federal and state laws. Ensures that payments and government reports are disbursed timely and accurately. Establishes policies and procedures for the payroll function.

Administration Manager

The Administration Manager coordinates and directs administrative support functions for an office or department. Implements policies and procedures, assigns duties and directs activities for production of documents, work flow, filing, ordering of supplies, answering phones, records maintenance, and other clerical services.  

Organises office operations such as workspace assignment and layout and may assist in decision process for hiring, terminating, promoting, or evaluating office personnel. Supervises administrative or clerical support personnel. Examine work flow and revise processes as necessary to improve efficiency.

Receptionist

Receives incoming telephone calls for a department or organisation, obtains caller's name, and forwards call to appropriate person or takes a message. Greets clients and visitors and directs to conference room or staff member's office.  May provide information and assistance to clients and customers. Answers inquiries for the general public, schedules appointments, maintains conference room schedule, receives or sends out messenger/courier items. 

Typically provides administrative support for managers within the organisation. Examples of work performed may include typing, composing non-routine correspondence, compiling reports, transcribing dictation, typing documents, using word processor or spreadsheet software, arranging meetings or travel, maintaining records or files and other clerical duties. 
Human Resources Manager

The Human resources manager controls and monitors the administration of all human resource activities and policies. Manages and monitors compensation, benefits, staffing, affirmative action, employee relations, health and safety, industrial relations, employment records and training/development functions.
Screens and interviews for positions and conducts pre-employment tests and reference checks. May place employment advertisements and/or analyse reports and trends.

Trainer
Assesses staff training requirements and creates programs to meet career development needs. Plans, administers and conducts training seminars such as technical skills or employee relations issues. Managing conflict resolution, team building, or employee skill evaluations might be included in responsibilities. Assesses effectiveness of training.  
Conducts programs to develop employee skills and impart organization practices and policies. Researches and evaluates training resources, suggests new topics and methods and could contract with vendors for special training services.
Managing Director

The Managing Director or Chief Executive Officer develops primary goals, operating plans, policies, and short and long range objectives for the organisation and implements them following Board of Directors' approval. Directs and coordinates activities to achieve profit and return on capital. Establishes organisational structure and delegates authority to subordinates. Leads the organisation towards objectives, meets with and advises other executives or managers and reviews results of business operations. Determines action plans to meet needs of stakeholders. Represents organisation to financial community, major customers, government agencies, shareholders, and the public.

Marketing Manager

Oversees all marketing activities for an organisation's products and/or services. Develops marketing strategies, evaluates market conditions and recommends policy changes to encourage maximum sales activity.

Marketing Assistant

Supports the development and distribution of marketing and sales materials. Assists in production of advertising, marketing brochures, sales kits or other promotional materials. May write articles and design layouts.

Sales manager

Develops, manages, and guides sales activities for the organisation. Proposes and executes policies and programs to achieve maximum sales volume potential for products and/or services. Designs and applies the sales strategy and sales plan.

Sales Representative

Provides customers with product or service information to assist them in determining appropriate merchandise to purchase. Develops relationships with new and existing customers and provides information to maximize sales volume. Recommends additional products or services to meet customer needs. May arrange special orders, delivery or installation. May conduct cashier transactions or restock merchandise if needed. Usually requires experience in sales and thorough knowledge of the organisation's products and/or services.

Safety Manager

Directs organization's safety programs to protect employees and the company against harm, and maintain safe working conditions. Formulates and suggest work safety standards, and enforces procedures. Risk prevention areas include hazardous materials exposure, accidents, fires, or other unsafe conditions. Meets compliance and reporting requirements of federal or state regulations. Advises management on problem correction. Could supervise safety support staff. 

Conducts investigations of accidents, and suggests preventive solutions. Examines potential unsafe working conditions. Directs activities of safety committee and may provide safety training. Performs safety inspections, and prepares reports. 

First Aid Officer

Responsible for performing first aid in the workplace when a situation arises where first aid is necessary.  Ensures that the workplace has been provided with adequate first aid resources and to ensure that first aid can be provided for the hazards that are apparent within that workplace.  Maintains first aid equipment in a satisfactory and usable condition. 

Operations Manager
Manages the organisation client operations and services by directing and coordinating activities consistent with established goals, objectives, and policies. Follows direction set by Managing Director/Chief Executive Officer and Board of Directors.  Implements programs to ensure attainment of business plan for growth and profit. Provides direction and structure for operating units. May participate in developing policy and strategic plans.
Quality Manager

Directs quality assurance operations for a plant, division, or company. Develops and controls quality programs. Monitors Production Department's conformance with QA standards and procedures. Conducts quality assurance training for employees engaged in materials handling or product assembly. Suggests methods for improving product quality or design, or manufacturing processes. Supervises quality assurance specialists or inspectors. Usually the top quality assurance position.
