CMS Panhandle

NOTICE OF JOB OPENING


	
POSTING DATE: March 7, 2002
	
APPLICATION DEADLINE: March 13, 2002

	
POSITION: Sr. Clerk
	
COMPANY UNIT: PEPL 

	
DEPARTMENT: Marketing 
	
DIVISION: Marketing Operations

	
LOCATION: Houston
	
SALARY GRADE: 25

	
	

	REQUISITION: 02-009
 

	

	DUTIES/RESPONSIBILITIES: Monitor phone calls and transfer to appropriate analysts for resolution.  Send reports to shippers daily via fax and distribute incoming mail and faxes to analysts and management.  Code and send invoices to Accounts Payable for processing.  Prepare expense reports for analysts and management.  Coordinate meetings and travel arrangements.  Maintain supply cabinet and general filing.  


	POSITION REQUIREMENTS: Basic high school education with three years of responsible general office experience.  Good organizational and communication skills a must.  Required to be on the job when last day of month falls on the weekend and/or holiday to send and receive faxes related to operations for analysts and management and monitor phone calls.  Experience with MS Excel and Word.  Messenger System and Lotus Notes e-mail/calendaring a plus.  
  

	Employees interested in being considered for this position must contact and make application with the Employment Secretary (Sharon R. Roberts) at location WT-550A by the application deadline. All employee inquiries are welcomed and will be kept CONFIDENTIAL.  Local candidates may be given first consideration.






