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JA BizTown( Jobs

Ameren and Peabody Energy Job Descriptions



Business Overview:  APE provides power & water for JA BizTown. Employees will calculate coal usage for the day, conduct energy audits for businesses, calculate power used in each business, and invoice each business for their power and water usage. 
	CEO

1. Obtains bank loan.

2. Signs Rental Agreement for business space.

3. Signs all business payroll and expense checks. 

4. Distributes employee payroll checks.

5. Make business operational decisions.

6. Assists with all business duties when employees are on break.

8. Computes, prints and delivers utility bills.

9. Prepares and gives speech at the closing Town Meeting.


	CFO

1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.

6. Calculates the business profit or loss and prepares Closing Business Report.
7. Prints accounting report. 

	MINE ENGINEER
1. Secures coal for electricity production.
2. Records meter serial number imprinted on each business meter. 
3. Completes Utility Applications and registrations.
4. Reads all utility meters and records usage.
5. Assists CEO with billing process.
6. Assists with delivery of utility bills.
7. Assists Customer Energy Specialist as needed.
8. Delivers Coal and magnets to each citizen.
	CUSTOMER ENERGY SPECIALIST

1. Informs each business CEO of energy audit process.
2. Performs energy audit.
3. Changes filters.
4. Prepares and presents Energy Saver Certificates.
5. Assists Mine Engineer with delivery of coal and magnets to each citizen.



Business Overview: AT&T provides phone service to the businesses in JA BizTown and rents cell phones and sells Hi Flyer Bouncy Balls to JA BizTown citizens.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Obtains bank loan.

3. Signs Rental Agreement for business space. 

4. Signs all business payroll and expense checks.

5. Distributes employee payroll checks.

6. Assists with all business duties when employees are on break.

7. Computes, prints and mails bills.
8. Creates graphic design for iPhone app icon.
	CFO
1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.
6. Calculates business profit/loss for Closing Business Report.

7. Prints accounting report.

	SALES MANAGER
1. Responsible for holding Sales Meeting and pricing of phones. 
2. Responsible for sale of “high flying  bouncy balls”
3. Assists CEO in design and surveying of iPhone app.
	INSTALLATION SPECIALIST

1. Make connections at switchboard.
2. Installs telephone receivers in each business.
3. Repairs phones as needed.
4. Collects phone bill payments.
5. Collects phones at end of day.
6. Takes pictures of cell phone customers.

	SALES ASSOCIATE

1. Greets and assist customers.

2. 
Be familiar with cell phone rental process, including how to operate the computer to enter sales.

3. 
Accepts payments for phones or “high flying bouncy balls”.

4. 
Complete phone rental contracts.
	




Business Overview:  BOA provides loans for each JA BizTown business, as well as providing personal checking and savings accounts for each JA BizTown citizen. 
	CEO

1. Prepares and gives speech at Opening Town Meeting. 

2. Signs all business payroll and expense checks.

3. Distributes employee payroll checks.

4. Processes & approves all business Loan Applications.

5. Signs Rental Agreement for business space.

6. Approves business deposits.
7. Supervises employees and business operations.
	CFO

1. Inputs employee payroll information.

2. Prints payroll checks and business expense checks.

3. Keeps records of all business expenses and payments.

4. Signs business checks if CEO is not available.

5. Assists with other business duties when employees are on break, and if time is available.


	TELLER
1. Greets customers as they open personal accounts.
2. Processes paychecks and accepts personal deposits.
3. Disburses maximum of $2 cash per pay period to customers.
4. Records customer personal account transactions in computer.
5. Assists Customer Service Manager with filing, when necessary.
	CUSTOMER SERVICE MANAGER

1. Issues cash to Tellers and completes cash-out tickets as needed.
2. Delivers Bank bags to all businesses.
3. Files business checks and paperwork received from CEO.
4. Files personal checks and deposits by account number.
5. Checks all incoming business deposits for  accuracy.


	SAVINGS OFFICER

1. Greets customers as they open a personal savings account.

2. Issues Savings Certificates. 

3. Keeps track of citizens when they open a savings account.

4. Transfers funds to Wells Fargo Advisors.
5. Assists Tellers as necessary.

6. Assists the Customer service manager when needed.

7. Prepares savings report for Closing Town Meeting.


	Volunteer

If you would like to read the complete on-site Volunteer Guide for this business,

 or more detailed job descriptions, go to 

www.jamvi.org
1. click on Volunteers
2. click on JA BizTown (left side of screen)




Business Overview: BABW sells stuffed bears for $7.00 each and other assorted BABW merchandise. Employees work together to establish retail prices for merchandise other than the stuffed bears.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.
2. Holds meeting with associates to set prices for retail items; large bears must be $7.00.

3. Signs all business payroll and expense checks.

4. Distributes employee payroll checks.

5. Obtains bank loan.

6. Delivers coupons to CEO of all other business.
7. Signs Rental Agreement for business space.

8. Makes business operational decisions.

9. Assists with all business duties when employees are on break.
	CFO

1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.

6. Calculates business profit/loss for Closing Business Report.

7. Prints accounting report.

	BEAR BUILDER ASSOCIATE

1. Greets guests as they enter the store and explain the bear-making process.

2. Operate the computer to verify funds for each sale.

3. Collects payment from customer for purchase of items.
4. Assist guests at each station throughout the bear-making process.
5. Collects printed material from Print Shop.

	



Business Overview: City Hall provides Mayoral leadership for JA BizTown, as well as voting booths, environmental services, tax collection, philanthropic services, an art show, and security services.
	MAYOR

1. Prepares and gives speeches at Opening and Closing Town Meetings.

2. Signs all business payroll and expense checks. 

3. Distributes employee payroll checks.

4. Obtains bank loan.

5. Signs Rental Agreement for business space.

6. Supervises employees and oversees business operations. 

7. Conducts surveys for Quality Business and Citizens of the Day.
	TOWN TREASURER

1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Prints invoices for Non-profit and recycling.

4. Keeps all records of business expenses and payments.

5. Makes business deposits at Bank.

6. Signs business checks if Mayor is not available.

7. Calculates surplus/deficit for Closing Business Report.
8. Prints accounting report. 

	ENVIRONMENTAL AGENT
1. Conducts recycling.

2. Conducts safety audit of each business.
3. Reports safety audit results (areas of improvement) to business CEOs.
4. Conducts recycling survey.
5. Delivers invoices for recycling and nonprofit giving. 
6. Collects recycling/non-profit payments from businesses.
	IRS AGENT

1. Completes all JA BizTown tax forms.
2. Issues tax ID numbers and verifies 501(c) 3 status of JA BizTown “not for profit.”
3. Prepares and delivers business tax bills.
4. Collects property/payroll taxes.
5.
Records payment of all taxes and forwards revenue to the Town Treasurer for deposit.


See more Job Descriptions on the next page.

	NON-PROFIT DIRECTOR

1. Prepares speech for Opening Town Meeting.
2. Applies for 501(c)3 status with the IRS.
3. Completes Appreciation certificates.
4. Collects Philanthropy Pledge sheets from businesses.
5. Runs the “Adopt a Duck” shelter.
6. Uses sales computer to collect duck adoption fees.
7. Enters each Duck customer in the Lucky Duck drawing.
8. Delivers Philanthropy Certificates to businesses.
9. Reports winner of Lucky Duck drawing at the Closing Town Meeting.

	ART CENTER EXECUTIVE DIRECTOR

1. Prepare speech for Opening Town Meeting.

2. Create advertisement for art show.

3. Set up the art show.

4. Welcome visitors to the art show.

5. Distribute booklets, give-aways, and dollar-off coupons to visitors.

6. Help visitors complete a ticket for the JA BizTown t-shirt drawing.

7. Conduct the drawing and announce the winner at the Closing Town Meeting.

	ELECTION COMMISSIONER
1. Sets up the voting booths.

2. Makes a board and flyers to advertise voting.

3. Helps citizens fill out a voter’s registration card if needed and aids voting.

4. Tallies counts and reports on the outcome of voting at the Closing Town Meeting.
	SECURITY SPECIALIST
1. Prepares speech for Opening Town Meeting.

2. Ensures that workers remain in businesses during set-up.
3. Organizes town meeting speakers.
4. Monitors and reports infractions of JA BizTown rules.

5. Makes bank deposits for cash businesses.

6. Presents safe-business award at Closing Town Meeting.




Business Overview: JA BizTown citizens will pay a fee to attend De Smet- St. Joe and receive extra education and extra pay.
	PRINCIPAL/CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks.

3. Distributes payroll 

4. Obtains bank loan.

5. Signs Rental Agreement for business space.

6. Makes business operational decisions.

7. Issues checks for students who complete the education program.
8. Helps with Registrar duties when he/she is on break.

	CFO

1. Inputs employee payroll information.

2. Prints employee payroll checks.

3. Prints business expense checks.

4. Keeps all records of business expenses and payments.

5. Makes business deposits at Bank.

6. Signs business checks if CEO is not available.
7. Calculate profit/loss for Closing Business Report.

8. Prints accounting report.

	TEACHER

1. Receives training on student employee education program.
2. Teaches the education program to students.
3. Informs registrar when students have successfully completed the program.

	REGISTRAR

1. Greets and signs-in students and accepts payments.

2. Completes diplomas for students.
3. Issues checks for students who complete the education program when principal is on break.
4. Gives check, free gift, and diploma to students who have completed the program.






Business Overview: KJAR radio provides advertising for JA BizTown businesses, as well as playing music, interviewing citizens, and conducting contests for giveaways.
	CEO

1. Prepares speech for Opening Town Meeting.

2. Signs all business payroll and expense checks.

3. Distributes employee payroll checks.

4. Obtains bank loan.

5. Signs Rental Agreement for business space.

6. Supervises employees and oversees business operations. 

7. Writes editorial, and reads it on air.

8. Assists with all business duties when employees are on break.
	CFO
1. Inputs employee payroll information.

2. Prints payroll and all business expense checks.

3. Prints invoices for advertising.

4. Keeps all records of business expenses and payments.

5. Makes business deposits at Bank.

6. Signs business checks if CEO is not available.

7. Calculates profit/loss for Closing Business Report.

8. Prints accounting report.

	REPORTER
1. Interviews JA BizTown citizens for news stories.
2. Writes news stories utilizing Reporter Guidelines.
3. Forwards copy of news reports to be read on air.

	DISC JOCKEY
1. Learns to operate sound equipment.

2. Selects music for airtime.

3. Clearly reads, ads, announcements, news items, and weather over the air.
4. Conducts call in contest to give away prizes. 



	AD EXECUTIVE

1. Collects ads, delivers invoices and collects ad payments from each JA BizTown business.
2. Forwards ads to the DJ for scheduling and reading.
3. Responsible for taking customer request for songs and dedications.


	



Business Overview: KPLR 11  provides advertising for all JA BizTown businesses, as well as interviews of citizens and news. All broadcasts are recorded on a DVD to be returned to school.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.
2. Signs all business payroll and expense checks. 
3. Distributes payroll checks
4. Obtains bank loan.

5. Signs Rental Agreement for business space.
6. Supervises employees and oversees business operations.
7. Writes editorial and reads it on air.
8. Edits and Approves copy read on-air.
	CFO

1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Prints invoices for advertisements.

5. Makes business deposits at Bank.

6. Signs business checks if CEO is not available.

7. Calculates profit/loss for Closing Business Report.

8. Prints accounting report.

	AD EXECUTIVE
1. Use remote control to turn on and off television in each business.
2. Collects ads, distributes invoices,  and collects ad payments from each JA BizTown business.

3. Forwards ads to the CEO for approval.
4. Assists Reporter in securing people for interviews.
	ON-CAMERA PERSONALITY

1. Learns to operate microphone.

2. Selects and keeps track of interviews for airtime.

3. Performs on-air interviews.
4. Reads clearly, news items, ads, announcements, weather, etc. over the air.

	REPORTER

1. Interviews JA BizTown citizens for news stories.
2. Writes news stories utilizing the Reporter Guidelines.
3. Forwards copy of news reports to be read on-air.
4. Works in close partnership with the On-Air Personality and Technical Director in securing interviews.
5. Forwards news flashes and articles to CEO for review/approval.
	TECHNICAL DIRECTOR

1. Learns safe and correct operation of equipment.
2. Reads and understands processes for effective filming.
3. Films studio interviews.
4. Films Town Meetings and other footage.
5. Works in close partnership with the Reporter and the On-Camera Personality.




Business Overview: JA BizTown citizens will receive debit cards for shopping in JA BizTown and may shop on-line.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks.

3. Collects printed material from the Print Shop. 

4. Distributes employee payroll checks

5. Obtains bank loan.

6. Signs Rental Agreement for business space.

7. Makes business operational decisions.
8. Assists with all business duties when employees are on break.


	CFO
1. Inputs employee payroll information

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.
6. Calculates profit/loss for Closing Business Report.
7. Prints accounting report. 

	Account Representative
1. Trains sales associates in MasterCard payment processing.

2. Distributes debit cards.

3. Assists customers with online shopping.

	



Business Overview: Monsanto is a retail business that makes Slime and Lava Wave Bottles for sale and also sells other plant related items.
	CEO

1.
Prepares speech for Opening Town Meeting.

2. Sets pricing with sales associates for retail items. 

3. Signs all business payroll and expense checks.

4. Distributes employee payroll checks.

5. Obtains bank loan.

6. Signs Rental Agreement for business space.

7. Supervises employees and oversees business operations. 

8. Assists with all business duties when employees are on break.
	CFO
1.
Inputs employee payroll information.

2. Prints payroll and all business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.
6. Calculates profit/loss for Closing Business Report.

7. Prints accounting report.

	Research Scientist

1. Become familiar with process to produce Slime.
2. Produce Slime as ordered by customers.
3. Assemble Rainbow in a Tube kits
	Sale Associate

1. Works with CEO to set product prices. Slime and Rainbow in a Tube prices are pre-set.
2. Prepares sales area with product display.

3. Greets customers, assists them with sales, and accepts payments for products.

4. Prepares flyers for product advertising.

5. Collects and bags remaining merchandise at end of visit day.





Business Overview: Print Shop sells custom made Photo IDs, Photo booth pictures, and various merchandise to JA BizTown citizens, as well as doing the business printing for 3 other JA BizTown businesses.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks. 

3. Distributes employee payroll checks.
4. Works with employees to determine prices of products.
5. Obtains bank loan.

6. Signs Rental Agreement for business space.

7. Sorts and files papers printed for other businesses.

8. Assists with all business duties when employees are on break.
	CFO

1. Inputs employee payroll.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.

6. Calculates profit/loss for Closing Business Report.
7. Prints accounting report.

	SALES ASSOCIATE
1. Works with CEO to determine product prices.

2. Prepares sales area with product display.
3. Greets customers, assists them with sales, and accepts payments for sale of products.
4. Prepares posters and flyers for product advertising.
5. Collects and bags remaining merchandise at end of visit day.

	GRAPHIC DESIGNER

1. Meet with the adult volunteer to learn how to operate equipment.

2. Produce photo ID cards.

3. Produces custom ordered products.

4. Handle the camera, computer, and all other equipment carefully.

5. Deliver completed ID cards and custom items to customers.





Business Overview: Professional Offices provides legal services, including several investigations, insurance policies and claim management, accounting services, and real-estate management. 
	ATTORNEY

1. Signs business checks, including payroll.

2. Files bank loan requests.

3. Reviews legal documents (Promissory Notes, Rental Agreements, and Bank Charter)

4. Investigates criminal case(s) and prepares case results and recommendations.
5. Prepares and gives speech at the Closing Town Meeting.


	CFO

1. Inputs employee payroll information.

2. Prints and distributes employee payroll checks.

3. Prints business expense checks.

4. Prepares billing invoices. 
5. Keeps records of all business expenses and payments.

6. Makes business deposits at Bank.

7. Signs business checks if the Attorney is unavailable.
8. Calculates profit/loss for Closing Business Report.
9. Prints accounting report. 

	CPA

1. Prepares invoices for accounting services. 
2. Conducts payment audits of JA BizTown businesses.
3. Collects payments for accounting services.

	INSURANCE AGENT

1. Conducts appraisals of property to be insured in all businesses 

2. Signs Rental Agreement for business space.

3. Issues Insurance Policies to cover property damage and liability.
4. Delivers invoices to businesses for Insurance Policies and Attorney fees.
5. Determines validity and processes business Insurance Claim Form.
6. Completes the Claim Settlement Letter.
7. Collects payments.

	REALTOR

1. Completes Rental Agreements.
2. Collects “For Rent” signs.
3. Completes & delivers rent invoices.
4. Collects rent payments in the mail and forwards the payments to the CFO.
5. Measures/surveys each business noting size and other relevant and required information.
6. Completes Property Appraisal for each JA BizTown business.
7. Delivers Property Appraisals to each business CEO.
	VOLUNTEER
If you would like to read the complete on-site Volunteer Guide for this business,

 or more detailed job descriptions, go to 

www.jamvi.org
1. click on Volunteers
2. click on JA BizTown (left side of screen)




Business Overview: Smokehouse Market sells drinks, popcorn and cookies to JA BizTown citizens. All citizens and visitors to JA BizTown will eat lunch at Smokehouse Market.
	CEO

1. Prepares and gives speech at Opening Town Meeting.

2. Signs all business payroll and expense checks. 

3. Distributes employee payroll checks.

4. Obtains bank loan.

5. Signs Rental Agreement for business space.

6. Collects printed material from the Print Shop. 

7. Makes business operational decisions.

8. Assists with all business duties when employees are on break.


	CFO
1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.
6. Calculates profit/loss for Closing Business Report.
7. Prints accounting report.

	FOOD MANAGER
1. Sets up equipment and bakes cookies.

2. Organizes food items for sale.
3. Keeps equipment and work areas clean.
4. Monitors food supply inventory.
5. Assists and substitutes for Sales Associate as needed.
	BEVERAGE MANAGER
1. Sets up equipment.

2. Assures correct beverages are available and ready for sale.
3. Restock cooler from cabinets as necessary.
4. Keeps equipment and work areas clean.
5. Assists and substitutes for Sales Associates as needed.

	SALES ASSOCIATE.
1. Takes customer orders, receives payment, and delivers food/beverage items to customers.
2. Operates the cash register.
3. Keeps equipment and work areas clean.

4. Prepares lunch area (sets up chairs, tables, etc.).


	VOLUNTEER
If you would like to read the complete on-site Volunteer Guide for this business,

 or more detailed job descriptions, go to 

www.jamvi.org
1. click on Volunteers
2. click on JA BizTown (left side of screen)




Business Overview: St. Louis Children’s Hospital provides infant wellness exams for all JA BizTown citizens. Citizens will come to St. Louis Children’s Hospital on their break, receive an infant from “child care”, get an exam, and receive a gift when their visit is complete.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks.

3. Distributes payroll.

4. Obtains bank loan.

5. Signs Rental Agreement for business space.

6. Makes business operational decisions.

7. Prints and delivers business invoices.
8. Assists with Pediatric Nurse Practitioner’s and Receptionist’s duties when he/she is on break.

	CFO
1. Inputs employee payroll information.

2. Prints employee payroll checks.

3. Prints business expense checks.

4. Keeps all records of business expenses and payments.

5. Makes business deposits at Bank.

6. Signs business checks if CEO is not available.
7. Calculates profit/loss for Closing Business Report.
8. Prints accounting report.

	PEDIATRIC NURSE PRACTITIONER

1. Becomes familiar with materials and scale equipment.
2. Conducts wellness exams on client’s infants.
3. Conducts a short  wellness survey.
4. Hands out free gift to clients.
5. Collects printed materials from the Print Shop.

	RECEPTIONIST
1. Greets patients and signs in clients.

2. Accepts co-payments from clients.

3. Assists with collecting printed materials from Print Shop.
4. Keeps track of clients.





Business Overview: St. Louis Sports Shop is a retail shop that sells sports related items and Wii sports activities to JA BizTown citizens.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks.

3. Distributes employee payroll checks.

4. Works with employees to determine prices of products. 

5. Obtains bank loan.

6. Signs Rental Agreement for business space.

7. Make business operational decisions.

8. Assists with all business duties when employees are on break.
	CFO
1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.

6. Calculates profit/loss for Closing Business Report.
7. Prints accounting report. 

	SALES ASSOCIATE
1. Works with CEO to determine product prices.

2. Prepares sales area with product display.
3. Greets customers, assists them with sales, and accepts payments for sale of products.
4. Becomes familiar with Wii sports programs and guides customers through the programs.
5. Prepares posters and flyers for product advertising.
6. Bags remaining merchandise at end of day.

	VOLUNTEER

If you would like to read the complete on-site Volunteer Guide for this business,

 or more detailed job descriptions, go to 

www.jamvi.org
1. click on Volunteers
2. click on JA BizTown (left side of screen)




Business Overview: Warehouse provides business supplies for JA BizTown, as well as mail service and newspaper delivery. JA BizTown stamps and Candy Grams are also available for sale to JA BizTown citizens.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks. 

3. Distributes employee payroll checks.

4. Prepares billing for warehouse supplies.

5. Obtains bank loan.

6. Signs Rental Agreement for business space.

7. Makes business operational decisions.

8. Assists with all business duties when employees are on break.

9. Works with employees to assure correct packing of supplies.


	CFO
1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank, including cash from sale of stamps and Candy Grams.
5. Signs business checks if CEO is not available.
6. Calculates profit/loss for Closing Business Report.
7. Prints accounting report. 

	MAIL CARRIER
1. Helps deliver materials to business during “start-up” time.

2. Collects mail from central postal box.
3. Sorts letters and “cancels” postage stamps.
4. Delivers processed mail to businesses and individuals in JA BizTown.
5. Delivers JA checks found in warehouse supply baskets.

6. Delivers JA BizTown Gazette and collects payment.

7. Assists Stock Manager as necessary.
	STOCK MANAGER
1. Delivers materials to businesses during “start-up” time. 
2. Delivers invoices and collects payment for business supplies.
3. Packs customer supply baskets for next day’s business operations.
4. Assists with the sale of stamps and Candy Grams. 
5. Delivers product to online shoppers




Business Overview: Wells Fargo Advisors accepts Savings Certificates from JA BizTown citizens and helps them invest in a stock portfolio. The Financial Consultants then track the portfolio value for the day, and deliver a statement and gift to the customer.
	CEO

1. Prepares and gives speech at the Opening Town Meeting.

2. Signs all business payroll and expense checks. 

3. Distributes employee payroll checks.

4. Obtains bank loan.

5. Signs Rental Agreement for business space.

6. Makes business operational decisions.

7. Assists with all business duties when employees are on break.


	CFO
1. Inputs employee payroll information.

2. Prints payroll and business expense checks.

3. Keeps all records of business expenses and payments.

4. Makes business deposits at Bank.

5. Signs business checks if CEO is not available.

6. Calculates profit/loss for the Closing Business Report.

7. Prints Accounting Report. 

	FINANCIAL CONSULTANT

1. Meets with investors and informs them about stocks that are available to purchase.

2. Completes investors’ stock portfolios with opening and closing prices.

3. Delivers stock portfolios and a gift to investors later in day.
	VOLUNTEER

If you would like to read the complete on-site Volunteer Guide for this business,

 or more detailed job descriptions, go to 

www.jamvi.org
1. click on Volunteers
2. click on JA BizTown (left side of screen)
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