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	Detailed Job Instructions
	Job Name:     Technician Banking and Reporting Requirements

Position:         Technician


	

	
	TECHNICIANS ARE REQUIRED SUBMIT DETAILS FOR ALL JOBS COMPLETED ON THE APPROPRIATE FORMS.  THESE FORMS INCLUDE:  DAILY BANKING/RECONCILIATIONS AND WEEKLY REPORTING SHEET (ELECTRONIC).
FOR REPORTING PURPOSES, THE WEEK COMMENCES ON WEDNESDAY AND FINISHES ON TUESDAY.

	

	Daily Run Sheet
	A. These are emailed each afternoon by the Call Centre for the next   day’s allocation of work.
	

	Completing Blue Sheets

	B. Blue sheets (invoices) need to be completed for all jobs performed.
Please refer to Issuing Customer Receipts instruction sheet for how to complete this form.


	

	Security of Monies
	Technicians are responsible for ensuring the security of all cash, cheque and customer EFT details.  These should be kept in a safe and secure location, both while on the job and at home.
Where large quantities of cash are collected, technicians are encouraged to bank more frequently i.e. every 2-3 days.

	

	Daily Banking Report and reconciliation
	C. Each afternoon, technicians are required to complete a Daily Banking and Reconciliation Sheet. 

Please refer to Daily Banking instruction sheet for how to complete this form.
D. Count up all cash and cheques and confirm it matches the daily totals as recorded on the Banking and Reconciliation Sheet.

E. Print Shift Totals from the EFTPOS Machine and confirm that the total on the print out equals the total recorded on the Banking and Reconciliation Sheet.

Please refer to EFTPOS instruction sheet for how to complete this form.

	

	Weekly Report
Tuesday afternoons


	F. Technicians are required to transfer details from the daily banking sheet to the electronic Banking/Wages Sheet.

Please refer to Weekly Reporting instruction sheet for how to complete this form.
G. Completed weekly Banking/Wages Sheets are to be emailed to the following personnel by 9.00am Wednesday.
rod@edry.com.au
Bernadine@edry.com.au
Nadine@edry.com.au
Keira@edry.com.au
H. Technicians are required to send to Head Office by Express Post the following paperwork:

· Blue Sheets

· Daily Banking and Reconciliation Sheets

· Receipts for any Cash Expenditure.

· Any other receipts.

· Copy of Bank Deposit Slip (pink).

· Tear off receipt from Express Deposit Bag (if applicable).

	Mailing address:

PO Box 571

CARDIFF  NSW  2285

	Preparation of Weekly Banking
	I. Technicians are required to bank all monies for the week on Wednesday mornings at the latest.  

Please refer to Preparation of Banking instruction sheet for how to prepare banking for depositing.


	Please note:  Time needs to be set aside in your daily run to allow for banking to be completed.  Please speak to your Line Manager if there is any issues that affect your banking on a Wednesday as late banking may result in delays in processing of pays.
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