Supervisor Duties:
At the end of each shift:

· Make sure all caller folders are empty

· Straighten the call sheet piles so they are ready for the next shift

· Close the windows, make sure coffee pot is off and fridge is plugged in and lock the door

During each shift:

· Collect Finished sheets from caller folders and review before filing (do not let callers put them in the files themselves, review all sheets and return to callers to fix any problems)

· Check for area code updates –you do not need to look up all TBRs, but if they are getting a disconnected beep, check the area code before filing it with finished

· Review at least four callers; fill in orange evaluation sheets and talk to callers briefly about the call (make one good comment and note if there are areas for improvement)

· Keep track of pledges on the board

· Motivate and encourage callers

· Print BREs (1 box per shift unless otherwise directed)

· Track break times and note if callers are late returning from 10-minute break

· Supervise Traveling Trinket or ticket distribution throughout the shift

· Ensure callers stay on the phone 

· Check through call back specific folders and put appropriate sheets into the calling piles

· Make coffee or hot water as requested by other employees
· Walk around the room periodically to ensure callers are on-task and to be available to answer their questions without shouting across the room

· Prepare pledge and HBM sheets for mailing by inserting appropriate BRE, pledge slip and matching gift brochure in window envelopes –make sure that the entire address is readable through the window
As required:

· Supervise and coordinate precall letter mailings

· Supervise pledge reminder mailings

· Clean/organize phonathon room to make conducive to calling

· Other duties helpful to successful running of Phonathon program

