STNST Store2Door Department
Express Roles for GUIDE

Owner: Director, Operations
Department: Operations

Overview To orient all personnel on the different roles being done by departments concerning

Store2Door Operations

Person Affected Finance,IT,CS,Retail and Operations Personnel

Instructions Please refer below

Finance Dept.

Roles:
1- Maintaina data base for all transacions
being processed by AMEX and SAMBA,
2- Ensure payment s etflement of
Transpartfess through AMEX and SAMBA
statements,
3 Referto Store2Door Coor, In case of
any invoices/reperts required from MyUS.
4-Monitor online payment transactions to
ensurenoany pending payments.

ITDept.

IT Roles:
1- Gontinues development.
2-Bugs reportingand fixing.
3- Ensure Store2Door E-semvices
operating as business require.
4- Monitor Store20oor daily routine tasks,

C3A Roles:
1- Introducingthe new prodictto
Customer's through every Incoming call
2-Explainto Customers how
Store2Doorworksing short-message.
3- Educate Custamer's onMembership

o Store2Door |

RSC Dept.

RSERoles:
1-Receive all HAL Packages from OFS,
2-Check payment status of every
Package through Store2Door system.
3 Incase; paymentrequired RSEto
follow Cash Transport Fess payment
procedure upon delivery.
4-Referto Store2Door Coor. In case of
any assistance required.
B- Referthe JOBAID preparedfor REC
forwark processing

Types, Features andPrices.

4 Customer Service Team to havea ful
knowledge aboutthe productto enable
them respands to any query accurately.

(N

Coor.Roles:
1-Maintaing data base for all
Store2Doartransactions and
accourts.,
2-Update CustomerInformationirta
MyUS system accurately.

3-Moniter 3tare2Door shipping
transactions and coardinatewith FIN, OP3
and Retail. 4- Respondsto Customer's
inquiries being received on
suppor@store2door.ngt
5-Gommunicate with Myl Team for any
assistancerequired.

6- Coordinatewith T whenever assistance
required.

7-Respondsto Reachinquiries
accurately.

8- Work closelywiththe four main|oints
department (OPS, Finance, G5 and Retail]
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OPS Dept. |

OPS Roles:
1- Ensure smooth clearance with Customs
2- Segregate all Store2DoorPackagesin
adesignatedarea. (based on Store2Door
logo) 3- Sorall HAL and Delivery
Packages. (based ontheinfomation
givenonthe ANEHAL orDLVRY)
4-Verify payment status for DLVRY
Packages through Store2Door
gystem.
B- Referthe JOBAID preparedfor OPS
forwark processing
&-Ensurena RT3 processfor
Store2Doar shipments either from
Gateways or from STN-OPS,




