Co-ordination
Main responsibilities
· Entering delivery reports to positions into TAGG and Right Angle.
· Reconciling position reports to external statements.
· Preparing supporting evidence for payment of invoices for both primary product and secondary services.
· Obtaining approval of payments for incoming invoices from Trading and Logistics.
· Initiating of outgoing invoice process.
· Chasing debtors for payment.
· Reconciling independent volume reports to suppliers’ documentation.
· Performing post deal execution contract management (recording actual deliveries against contracts)
This role does not have primary responsibility for:
· 
This role has NO responsibility for:
-	Creating invoices.
-	Scheduling movements.
/mnt/main-storage/datasets/enron-docs/doc/Roles___Responsibilities__Coordination_.doc
Page 1 of 1		2000/03/10 06:31
