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 About Us: 
 Outsource Access is a comprehensive “business process outsourcing” and virtual assistant firm with over 500
 employees in the Philippines serving businesses in 70 industries. But what are we really?  Our Clients tell us we are   
 their “Growth Partner” helping them redefine how they scale.  We are proud to have won 6 national and global    
 awards for our commitment to quality and impacting the lives of our staff including recent ranking of #326 on the   
 Inc 5000 for 2023.

 We do a customized discovery session with each Client and offer support in every business function including We do a customized discovery session with each Client and offer support in every business function including
 operations, marketing, bookkeeping, sales, HR, admin and executive support. Our staff are all full time and
 managed employees who are committed to your success with our signature talent and matching, onboarding and   
 detailed OA Playbook process to capture and document every task we execute.  We will be your full turn-key,
 affordable answer to scale and growth.

   Want to Take Next Steps? Scan the QR code and see a short video tour of our
   company and process with links to book a complimentary discovery call at:
      OutsourceAccess.com/process
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Task |Conducting Follow 
Up Calls on Sales Leads
Description of the Task: Contacting 
potential clients who have shown interest in 
plumbing services. Provide friendly support, 
address questions, and encourage 
scheduling a service, and update lead details 
in the CRM to ensure seamless follow-up and 
effective lead management.

1. Before making the call, gather all relevant details 
about the sales lead. This includes their contact 
information, previous inquiries, specific plumbing needs, 
and any notes from prior conversations or interactions 
with the sales team.

2. Create a basic script or list of key talking points to 2. Create a basic script or list of key talking points to 
ensure the call is clear and professional. Focus on 
confirming the lead's needs, answering questions, and 
offering additional plumbing services or promotions.

3. If a prior conversation indicated the lead preferred a 
specific time or method of contact, make sure to follow 
that. If not, confirm their availability for the follow-up call.

4. Reach out to the lead at the agreed-upon time, 4. Reach out to the lead at the agreed-upon time, 
introducing yourself and the company. Ask if they’re still 
interested in the plumbing services they inquired about, 
and offer to answer any questions they might have.

5. Pay close attention to the lead’s responses and 5. Pay close attention to the lead’s responses and 
concerns, taking detailed notes. Address any questions 
they may have and offer appropriate solutions or service 
options based on their needs.

6. After discussing their needs, outline the next steps, 6. After discussing their needs, outline the next steps, 
whether it’s scheduling an appointment, providing a 
quote, or offering a special promotion. Make sure the 
lead understands how to proceed.

7. After the call, enter all relevant information into the 
Customer Relationship Management (CRM) system or 
your tracking tool. Document the lead’s response, 
preferences, and any follow-up actions needed.

8. After the call, send a personalized email thanking the 8. After the call, send a personalized email thanking the 
lead for their time, summarizing the key points of your 
conversation, and providing any additional information 
or next steps. Include your contact details for further 
inquiries.

9. If the lead has not yet made a decision, set a reminder 9. If the lead has not yet made a decision, set a reminder 
to follow up again in a few days or weeks. Ensure the 
lead is not forgotten and that you're consistent with your 
outreach.

10. Keep track of your follow-up calls and their 10. Keep track of your follow-up calls and their 
outcomes, reporting on the number of successful 
conversions, appointments set, or any additional actions 
required. Provide regular updates to the sales team or 
manager.
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Task |Sending Email 
Appointment Reminders
Description of the Task: Involves notifying 
clients about their upcoming plumbing 
service appointments. Craft clear, 
professional reminders that include 
appointment details, preparation instructions, 
and contact information. This helps reduce 
no-shows and ensures clients are 
well-prepared for their scheduled service.well-prepared for their scheduled service.

1. Review the schedule or calendar for upcoming 
plumbing appointments. Gather the customer’s name, 
appointment date and time, service requested, and any 
special instructions or notes related to the job.

2. Use a professional and friendly tone in your email 
reminder. Ensure the template includes:
 • Subject: "Reminder: Your Upcoming Plumbing       • Subject: "Reminder: Your Upcoming Plumbing      
  Appointment with [Company Name]"
 • Greeting: Address the customer by their name.
 • Appointment Details: Confirm the date, time, and    
  location of the appointment.
 • Service Details: Briefly mention the plumbing service   
  to be provided.
 • Contact Information: Include a phone number or     • Contact Information: Include a phone number or    
  email for rescheduling or inquiries.
 • Polite Closing: Offer thanks and encourage the     
  customer to reach out if they need to reschedule.

3. Personalize each email by inserting the customer’s 3. Personalize each email by inserting the customer’s 
name, specific appointment details, and any other 
information that applies to their service. This adds a 
personal touch and helps prevent confusion.

4. Before sending the email, double-check the 4. Before sending the email, double-check the 
appointment details for accuracy, including the date, 
time, and location. Ensure that the service to be provided 
is correctly listed.

5. Once the email is ready and personalized, send it to 
the customer. Ensure that the correct email address is 
used to avoid delivery errors.

6. After sending the reminder, set a reminder for yourself 6. After sending the reminder, set a reminder for yourself 
or the appropriate team member to follow up if the 
customer does not confirm or respond. You can also 
send a second reminder closer to the appointment time if 
necessary.

7. Keep an eye on responses to the appointment 7. Keep an eye on responses to the appointment 
reminder email. If a customer requests to reschedule or 
has additional questions, ensure a prompt response and 
update the appointment in the system accordingly.

8. Once the appointment is confirmed, or if any changes 8. Once the appointment is confirmed, or if any changes 
are made, update the calendar and CRM system with the 
new details. If a customer cancels or reschedules, make 
sure to track the change in the system.

9. Depending on company policy or the customer’s 9. Depending on company policy or the customer’s 
preference, you may want to send a final reminder closer 
to the appointment date (e.g., 24 hours before the 
scheduled appointment).

10. After the appointment, track the outcomes (whether 10. After the appointment, track the outcomes (whether 
the customer showed up, rescheduled, or canceled). This 
can help improve follow-up procedures for future 
appointments.
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Task |Maintaining Client 
Interaction and 
Transactions
Description of the Task: Involves managing 
communication with customers and ensuring 
accurate records of their services and 
payments. Includes responding to inquiries, 
providing updates, and tracking service 
details and billing information, this ensures a 
seamless customer experience and 
well-organized transaction records.well-organized transaction records.

1.  Before engaging with a client, review their history, 
including past services, transaction records, and any 
specific preferences or concerns noted in the CRM or 
system. This helps personalize your communication and 
address their needs more effectively.

2. Set up a schedule for checking in with clients at 2. Set up a schedule for checking in with clients at 
appropriate intervals—this might include follow-up calls 
or emails after service completion, reminders for routine 
maintenance, or updates on new services or promotions.

3. Whether a client reaches out via phone, email, or 3. Whether a client reaches out via phone, email, or 
other channels, ensure a timely response. Answer any 
questions, provide relevant information, and offer 
solutions to their plumbing issues. If needed, escalate 
more complex issues to the appropriate technician or 
manager.

4. After each interaction, document the conversation, 4. After each interaction, document the conversation, 
including details such as the client’s needs, questions, or 
concerns, and any agreed-upon actions. Keep these 
records updated in the CRM or management system to 
maintain continuity in future communications.

5. Oversee the processing of client payments, invoices, 5. Oversee the processing of client payments, invoices, 
and any financial transactions related to plumbing 
services. This includes confirming payment methods, 
sending invoices, and tracking payment statuses.

6. Ensure that client appointments are scheduled, 
rescheduled, or canceled according to their needs. Keep 
track of upcoming appointments and send reminders as 
necessary to ensure clients are prepared for the 
scheduled service.

7. After services are completed, follow up with clients to 7. After services are completed, follow up with clients to 
confirm satisfaction. Address any concerns, gather 
feedback, and offer solutions if there are issues with the 
service. This step helps build long-term client 
relationships.

8. Use regular touchpoints, such as seasonal check-ins or 8. Use regular touchpoints, such as seasonal check-ins or 
reminders for plumbing maintenance, to keep clients 
engaged. Suggest additional services based on their 
needs (e.g., annual maintenance, plumbing inspections, 
or upgrades).

9. When there are additional steps required from the 9. When there are additional steps required from the 
client (e.g., approving a quote, scheduling another 
appointment), clearly communicate the next steps and 
ensure the client understands how to proceed.

10. If a client has a complaint or negative feedback, 10. If a client has a complaint or negative feedback, 
listen carefully, apologize for any inconvenience, and 
work toward a resolution. Maintain professionalism and 
escalate the matter to senior management or technical 
teams when necessary.

11. After each interaction, ensure the client’s records are 11. After each interaction, ensure the client’s records are 
updated to reflect new information or future needs. Set 
reminders for follow-up actions, such as scheduling future 
maintenance or confirming pending transactions.

12. Periodically check in to measure client satisfaction 12. Periodically check in to measure client satisfaction 
and identify areas for improvement. This can involve 
sending surveys, requesting feedback, or tracking any 
patterns in communication that suggest opportunities for 
better service.
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Task |Responding to 
Service Inquiries via 
Phone and Email
Description of the Task: Involves addressing 
potential and existing clients' questions about 
plumbing services promptly and 
professionally. It includes providing detailed 
information, clarifying service options, and 
guiding clients toward scheduling an 
appointment. Excellent communication skills 
and a customer-focused approach are 
essential to ensure a positive experience and 
build trust.

Responding to Service Inquiries via Phone
1. Answer the phone with a friendly and professional 
greeting, such as, “Hello, thank you for calling [Company 
Name], how can I assist you with your plumbing needs 
today?”

2. Let the client explain their plumbing issue or service 2. Let the client explain their plumbing issue or service 
request fully. Take notes and avoid interrupting. Pay close 
attention to any specific details they provide about the 
problem.

3. If necessary, ask clarifying questions to ensure you fully 3. If necessary, ask clarifying questions to ensure you fully 
understand the issue. For example, “Can you tell me 
more about where the leak is occurring?” or “Is this an 
emergency, or can we schedule a visit?”

4. Share general information about the company’s 4. Share general information about the company’s 
services, availability, and pricing (if known). If the client’s 
issue requires more technical expertise, offer to have a 
plumber contact them directly or schedule an on-site visit.

5. Offer to schedule an appointment at a convenient time 5. Offer to schedule an appointment at a convenient time 
for the client. Confirm the date, time, and service details. 
If the inquiry is urgent, prioritize it and arrange for an 
immediate technician visit if possible.

6. Before ending the call, confirm the service 6. Before ending the call, confirm the service 
appointment details with the client, including the 
technician’s name (if applicable) and any special 
instructions. Ensure they have your contact information for 
any changes or questions.

7. Record the call details, including the client’s issue, 
appointment time, and any follow-up actions required, in 
the CRM or system for future reference.

8. Close the call with a polite thank you, and offer further 
assistance if needed. For example, “Thank you for 
calling, and we look forward to helping you with your 
plumbing needs!”

Responding to Service Inquiries via EmailResponding to Service Inquiries via Email
1. Respond to the email as quickly as possible, ideally 
within 24 hours. Start by acknowledging the client’s 
inquiry with a friendly and professional tone. For example, 
“Thank you for reaching out to [Company Name] 
regarding your plumbing needs!”

2. Address the client's inquiry by providing the necessary 2. Address the client's inquiry by providing the necessary 
information about the service they are asking about. This 
may include service descriptions, availability, and general 
pricing (if applicable). For example, “We offer a variety of 
plumbing services, including leak repairs, installations, 
and drain cleaning. Our technicians are available 
Monday through Friday from 9 AM to 5 PM.”

3. If the inquiry is unclear or requires more information to 3. If the inquiry is unclear or requires more information to 
provide an accurate response, politely ask the client for 
additional details. For example, “Could you please 
provide more information about the issue, such as the 
location of the leak or any specific plumbing concerns?”

4. If the client is interested in scheduling a service call, 4. If the client is interested in scheduling a service call, 
offer available time slots and ask for their preference. For 
example, “We’d be happy to send a technician to assess 
your situation. We have availability on Tuesday at 10 AM 
or Thursday at 2 PM—please let us know which time 
works best for you.”

5. Make sure to include your contact information in the 5. Make sure to include your contact information in the 
email, encouraging the client to reach out if they have 
further questions or need assistance with the booking 
process.

6. If an appointment is scheduled, confirm the time, date, 6. If an appointment is scheduled, confirm the time, date, 
and location. Also, mention any preparations the client 
should make or items they should have on hand for the 
service.

7. Close the email politely with a phrase like, “We look 7. Close the email politely with a phrase like, “We look 
forward to assisting you with your plumbing needs. Feel 
free to reach out if you have any questions or need 
further assistance.”

8. Log the details of the email inquiry and the response in 8. Log the details of the email inquiry and the response in 
the CRM or tracking system. This ensures that all client 
interactions are recorded for future reference and 
follow-up actions.
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Task |Upselling 
Maintenance Plans to 
Existing Clients
Description of the Task: Involves reaching 
out to promote the advantages of routine 
plumbing care, such as preventing issues and 
extending system lifespan. Highlight the value 
and cost savings of these plans, answer 
questions, and assist clients in upgrading their 
services. Clear communication and a 
customer-focused approach are key to 
successfully encouraging plan enrollment.

1. Before reaching out to the client, review their service 
history, including past repairs, maintenance, and 
plumbing issues they’ve encountered. Identify patterns or 
recurring issues that could benefit from regular 
maintenance.

2. Look for opportunities to upsell during key moments, 2. Look for opportunities to upsell during key moments, 
such as after a completed service call, during routine 
follow-ups, or when a client’s plumbing issue might 
require ongoing attention (e.g., aging pipes, frequent 
leaks).

3. Explain the advantages of a maintenance plan, such 
as:
 • Priority scheduling for service calls • Priority scheduling for service calls
 • Discounts on repairs and services
 • Regular inspections to prevent costly issues
 • Extended equipment lifespan through routine care

4. Customize the upsell based on the client’s history and 4. Customize the upsell based on the client’s history and 
needs. For example, if a client frequently experiences 
drain blockages, emphasize how a maintenance plan will 
include annual drain cleanings and prevent future issues.

5. Present different maintenance plan options (e.g., basic, 5. Present different maintenance plan options (e.g., basic, 
standard, premium) that suit various budgets and service 
levels. Highlight the features of each and explain how 
they differ in terms of coverage, frequency of inspections, 
and included services.

6. Action: Share brief success stories or testimonials from 
other clients who have benefited from the maintenance 
plan. If applicable, mention how clients saved money or 
avoided costly repairs by staying on top of routine 
maintenance.

7. Offer a limited-time discount, promotion, or added 7. Offer a limited-time discount, promotion, or added 
benefit (such as a free inspection or discounted repair) to 
encourage clients to sign up for the maintenance plan 
immediately.

8. If the client shows interest but doesn't immediately 8. If the client shows interest but doesn't immediately 
commit, send a follow-up email or make a call a few 
days later. Reiterate the benefits of the maintenance plan 
and offer to answer any questions.

9. Once the client agrees to the maintenance plan, 9. Once the client agrees to the maintenance plan, 
finalize the details, such as payment methods, coverage, 
and scheduling. Provide the client with all necessary 
information (contract, terms, plan details) and confirm the 
first maintenance appointment.

10. Update the client’s record in the CRM with the 10. Update the client’s record in the CRM with the 
maintenance plan details, including plan type, renewal 
dates, and any special notes. Set reminders for periodic 
check-ins or plan renewals.

11. Follow up after the first service visit under the 11. Follow up after the first service visit under the 
maintenance plan to ensure the client is satisfied with the 
service. Ask if they’ve noticed any improvements or have 
any additional questions.
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Task |Monitoring Social 
Media for Client Feedback
Description of the Task: Involves tracking 
comments, reviews, and messages on 
platforms to identify customer experiences 
and concerns. Promptly respond to feedback, 
address inquiries, and escalate any issues to 
the appropriate team. This ensures a positive 
online presence and helps maintain strong 
client relationships.client relationships.

1. Set up Google Alerts or social media monitoring tools 
to notify you when the plumbing company’s name, 
services, or related keywords (e.g., “plumbing repair,” 
“leak detection”) are mentioned on platforms like 
Facebook, Twitter, Instagram, and Yelp.

2. Determine which social media platforms are most 2. Determine which social media platforms are most 
relevant to the company’s clients. Common platforms 
may include Facebook, Instagram, Google My Business, 
Yelp, and local community forums.

3. Regularly review comments, mentions, and posts on 3. Regularly review comments, mentions, and posts on 
your company’s social media profiles. This includes 
scanning for reviews or comments left on the company’s 
business pages, posts, or shared content.

4. When clients post feedback, respond quickly and 4. When clients post feedback, respond quickly and 
professionally. If it’s positive, thank them for their kind 
words and express appreciation for their business. If it’s 
negative, apologize for any inconvenience and offer a 
solution or ask to take the conversation offline to resolve 
the issue.

5. Categorize the feedback you find (positive, neutral, or 5. Categorize the feedback you find (positive, neutral, or 
negative). This will help determine how to prioritize 
responses. Positive feedback may simply require 
acknowledgment, while negative feedback needs to be 
addressed more urgently.

6. If the feedback involves serious complaints or issues 
that require attention from management or technical 
teams (e.g., service dissatisfaction, unresolved plumbing 
issues), escalate the matter to the appropriate person or 
team.

7. Track common themes or recurring issues from 7. Track common themes or recurring issues from 
feedback to identify trends in client experiences, such as 
frequently mentioned services or recurring complaints. 
Create regular reports summarizing the findings and 
share them with the relevant team members.

8. Actively participate in relevant social media groups or 8. Actively participate in relevant social media groups or 
local community forums (e.g., neighborhood Facebook 
groups, local subreddits, or plumbing-related groups). 
Answer questions, offer helpful tips, and engage with 
community members.

9. When clients leave positive feedback or reviews, share 9. When clients leave positive feedback or reviews, share 
them on the company’s social media pages (with 
permission if necessary). This can be in the form of posts 
or stories that highlight customer satisfaction.

10. Maintain a professional, respectful, and consistent 10. Maintain a professional, respectful, and consistent 
tone in all responses. Even when responding to negative 
comments, avoid getting defensive, and instead focus on 
resolving the issue or offering to address it private.

11. Compile and report a weekly or monthly summary of 11. Compile and report a weekly or monthly summary of 
social media feedback to the company’s management 
team. Include any key takeaways, issues that need to be 
addressed, and positive customer testimonials.
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Task |Managing Paid Ads
Description of the Task: Involves creating, 
monitoring, and optimizing online 
advertisements to attract new clients and 
promote services. It includes setting up 
campaigns, tracking performance, adjusting 
targeting, and ensuring the ads align with the 
company's goals. Strong attention to detail 
and a basic understanding of digital 
marketing are essential to drive effective 
results.

1. Begin by understanding the business goals for the paid 
ads campaign. Clarify the key objectives, such as 
increasing website traffic, generating leads, or promoting 
a specific service. Ensure that you have a clear 
understanding of the target audience, budget, and 
expected outcomes before proceeding.

2. Log into the ad management platforms (e.g., Google 2. Log into the ad management platforms (e.g., Google 
Ads, Facebook Ads) and ensure that the campaigns are 
properly set up. Verify that the correct targeting options 
are selected, such as geographical location, 
demographics, and interests relevant to the plumbing 
industry. Set up the budget and bidding strategy, keeping 
within the business’s marketing budget.

3. Regularly check the performance of the ad campaigns. 3. Regularly check the performance of the ad campaigns. 
Review key metrics such as click-through rates (CTR), 
conversion rates, impressions, and cost-per-click (CPC). 
Ensure that ads are running as expected and that the 
performance aligns with the campaign goals.

4. If a campaign is underperforming, make adjustments 4. If a campaign is underperforming, make adjustments 
to improve its performance. Modify targeting options, 
change ad copy, adjust bids, or pause ineffective ads. Test 
different ad formats, such as text, image, or video ads, to 
see what resonates best with the audience.

5. Document and track the results of each ad campaign. 
Create regular reports detailing the performance metrics, 
comparing them to the set goals. Provide these reports to 
the team or management for evaluation and 
decision-making. Ensure that the data is clear and easily 
understandable.

6. Run A/B tests by creating different versions of ads with 6. Run A/B tests by creating different versions of ads with 
varying elements, such as headlines, images, or calls to 
action. Track which versions perform better and adjust 
future ads accordingly to improve overall campaign 
effectiveness.

7. If the campaign is performing well, consider increasing 7. If the campaign is performing well, consider increasing 
the ad spend to maximize reach. Conversely, if the 
campaign is not generating the desired results, reduce 
the budget or pause certain ads. Ensure that all changes 
are within the marketing budget limits set by the business.

8. Stay informed about competitors' advertising strategies 8. Stay informed about competitors' advertising strategies 
and trends in the plumbing industry. Review competitor 
ads and identify opportunities to improve your own 
campaigns. Incorporate new strategies and techniques 
based on industry trends to stay competitive.

9. Ensure that the landing pages linked to the ads are 9. Ensure that the landing pages linked to the ads are 
optimized for conversions. Review the content, user 
experience, and call-to-action (CTA) to make sure they 
align with the ad and provide a smooth path for potential 
customers to take action, such as booking a service or 
requesting a quote.

10. At the end of each campaign or ad period, review 10. At the end of each campaign or ad period, review 
the overall strategy and performance. Identify areas for 
improvement, such as underperforming keywords or ads 
that didn’t convert well. Refine the ad strategy based on 
these insights to enhance future campaigns and drive 
better results.
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Task |Creating Marketing 
Videos and Reel for Social 
Media Posting
Description of the Task: Involves producing 
engaging, short-form content to promote 
plumbing services and connect with potential 
clients. It includes brainstorming ideas, editing 
video clips, adding relevant text and music, 
and ensuring the content is aligned with the 
brand’s messaging. The goal is to increase 
visibility, attract new customers, and build 
brand awareness through dynamic social 
media posts.

1. Begin by clarifying the purpose of the marketing video 
or reel. Determine whether the goal is to promote a 
service, educate customers, showcase a recent project, or 
engage the audience with helpful tips. Understand the 
target audience, whether it’s homeowners, businesses, or 
potential clients in need of plumbing services.

2. Based on the objective, outline the key points that need 2. Based on the objective, outline the key points that need 
to be covered in the video. Write a concise script or 
create a storyboard that aligns with the message. If the 
video is educational, make sure to highlight the problem 
being solved, the plumbing solution, and the call to 
action. Keep the content engaging, clear, and aligned 
with the plumbing industry.

3. Ensure that you have access to the required equipment 3. Ensure that you have access to the required equipment 
for recording the video, such as a smartphone, camera, 
or screen recording software. Gather any props or 
materials needed, like plumbing tools, service trucks, or 
before-and-after images or videos of completed jobs. If 
you’re showcasing a specific plumbing project, ensure the 
footage is relevant and high-quality.

4. Record the video or reel based on the script and 4. Record the video or reel based on the script and 
planned content. Pay attention to lighting, sound, and 
framing to ensure the video is visually appealing and easy 
to understand. If filming a technician or service call, 
capture various angles of the work being performed, 
focusing on key actions or solutions that will resonate with 
the audience. For reels, keep the content short, engaging, 
and visually dynamic.and visually dynamic.

5. Once the video is recorded, edit it using video editing 
software such as Adobe Premiere, Final Cut Pro, or a 
mobile app like InShot. Trim unnecessary footage, 
enhance audio quality, add text overlays or captions, and 
ensure the message is clear and concise. Include any 
branding elements, such as logos or company colors, to 
maintain consistency with the business's image. For reels, 
add trendy music or effects to make the content more 
engaging.

6. At the end of the video or reel, include a strong call to 
action (CTA). This could be encouraging viewers to 
contact the company for plumbing services, visit the 
website for a quote, or follow the social media account 
for more tips. Ensure the CTA is clear and easy to follow.

7. Tailor the video’s dimensions and format for the 
platform where it will be posted. For Instagram Reels, 
7. Tailor the video’s dimensions and format for the 
platform where it will be posted. For Instagram Reels, 
Facebook, or TikTok, ensure the video is vertical and fits 
the platform's size requirements. Add relevant hashtags to 
increase visibility and engagement. Write a catchy 
caption that aligns with the video content and includes 
important details like location or service offerings.

8. Using a social media management tool (e.g., 8. Using a social media management tool (e.g., 
Hootsuite, Buffer, or Meta Business Suite), schedule the 
video or reel for optimal times based on audience activity. 
If posting manually, ensure the video is uploaded 
correctly and includes the appropriate tags, location, and 
description. Double-check the video quality before 
posting to avoid errors.

9. After the video is posted, monitor its performance on 9. After the video is posted, monitor its performance on 
the social media platform. Track metrics like views, likes, 
comments, and shares. Respond to any comments or 
questions promptly to engage with the audience and 
build relationships. Address any inquiries about plumbing 
services or further information.

10. Review the performance of the video and gather 10. Review the performance of the video and gather 
feedback from the audience, if available. Look at 
analytics to see which videos perform best and why. Use 
this data to improve future marketing videos and reels, 
adjusting the content, style, or timing to better meet the 
audience’s preferences.
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Task |Designing 
Marketing Flyers
Description of the Task: Involves creating 
visually appealing and informative materials 
to promote plumbing services and special 
offers. It includes selecting relevant content, 
ensuring brand consistency, and designing 
eye-catching layouts. These flyers will be used 
for both digital and print distribution, helping 
to attract new customers and enhance the 
company's marketing efforts.

1. Begin by identifying the specific goal of the flyer. 
Whether it’s promoting a special offer, highlighting a 
plumbing service, or increasing brand awareness, 
understand the core message you want to communicate. 
Know the target audience and tailor the content to 
address their needs, whether it’s residential homeowners 
or businesses in need of plumbing services.

2. Collect all the necessary details that need to be 2. Collect all the necessary details that need to be 
included in the flyer. This might include the company 
name, logo, contact information, details of the service or 
promotion being advertised, pricing (if applicable), and a 
call to action. Ensure that you have high-quality images 
or graphics to enhance the flyer’s visual appeal.

3. Choose a design tool to create the flyer. Options like 3. Choose a design tool to create the flyer. Options like 
Canva, Adobe InDesign, or Microsoft Publisher are 
popular for flyer design. If the company has specific 
branding guidelines, ensure that you have access to the 
appropriate templates, fonts, and color schemes to 
maintain consistency.

4. Select an appropriate layout based on the flyer’s 4. Select an appropriate layout based on the flyer’s 
purpose and target audience. If the flyer is for a special 
offer, a clear, bold headline might be necessary. For 
educational content, a more informative structure might 
be ideal. Ensure the layout is easy to read, with a 
balanced design that avoids overcrowding the space.

5. Add relevant images, graphics, or icons that align with 
the plumbing industry. These might include pictures of 
plumbing work, tools, or happy customers. Ensure that 
the images are high-quality and reflect the 
professionalism of the plumbing business. Use contrasting 
colors for headings and subheadings to draw attention to 
key points.

6. Write clear, concise, and engaging text that conveys 6. Write clear, concise, and engaging text that conveys 
the message. Keep the language simple and to the point, 
highlighting the benefits of the service. For promotions, 
include any time-sensitive details, pricing, or discounts. 
Make sure the contact information is easy to find, and the 
call to action stands out.

7. Before finalizing the flyer, review the design for any 7. Before finalizing the flyer, review the design for any 
errors in spelling, grammar, or incorrect details. Ensure 
the font size is readable and the text is appropriately 
spaced. Verify that all contact details, including phone 
numbers and website links, are correct. Ensure the flyer is 
balanced and visually appealing, with important elements 
placed strategically.

8. If possible, get feedback from a colleague or team 8. If possible, get feedback from a colleague or team 
member to ensure the flyer effectively communicates the 
message and is visually engaging. Adjust the design or 
content as needed based on the feedback to improve 
clarity or impact.

9. Once the design is finalized, save the flyer in the 9. Once the design is finalized, save the flyer in the 
required format, typically PDF for printing or JPEG/PNG 
for digital sharing. Ensure that the resolution is high 
enough for printing (300 DPI) and that the file size is 
manageable for email or online distribution.

10. If the flyer is to be printed, send the final file to the 10. If the flyer is to be printed, send the final file to the 
printer, ensuring the specifications (such as size and paper 
type) are correct. For digital distribution, upload the flyer 
to the appropriate platforms, such as email newsletters, 
social media, or the company website. Monitor the flyer’s 
performance, especially if it includes a call to action, to 
gauge how effective it is in generating leads.
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Task |Maintaining 
Plumbing Client Profiles
Description of the Task: Involves organizing 
and updating detailed records of each 
customer's service history, preferences, and 
contact information. This ensures that all 
client data is accurate, up-to-date, and easily 
accessible. This helps streamline scheduling, 
improve customer service, and enable 
personalized communication for future 
appointments or offers.

1. Log into the company’s client management system or 
CRM platform where client profiles are stored. Ensure that 
you have the necessary permissions to view and update 
client information.

2. Review the client’s profile to ensure all basic contact 2. Review the client’s profile to ensure all basic contact 
details are correct, such as the client’s name, address, 
phone number, and email. If any information is outdated 
or missing, contact the client to gather the correct details 
and update the profile accordingly.

3. Check for any recent plumbing services provided to 3. Check for any recent plumbing services provided to 
the client and ensure that all relevant service history is 
recorded. This may include job details, service dates, 
materials used, and any notes related to the work 
performed. Update the system with any new jobs or 
services the client has received since the last update.

4. Verify that all invoices and payments are properly 4. Verify that all invoices and payments are properly 
recorded in the client’s profile. Ensure that the payment 
status is accurate, noting any outstanding balances or 
pending payments. If there are any discrepancies, 
investigate and resolve them by coordinating with the 
accounts department or contacting the client for 
clarification.

5. If the client has any specific preferences, such as 5. If the client has any specific preferences, such as 
preferred technicians, special requests for plumbing 
services, or recurring maintenance needs, make sure 
these are noted in their profile. This helps provide a 
personalized experience for the client in future 
interactions.

6. Update the client’s profile with any recent 
communication, including phone calls, emails, or 
messages. Record the details of each interaction, such as 
the purpose of the contact, key points discussed, and any 
actions taken. This log ensures that the client’s history is 
well-documented for future reference.

7. Set reminders for follow-up calls or scheduled 7. Set reminders for follow-up calls or scheduled 
maintenance, such as annual inspections or repairs. This 
helps ensure that the client receives timely service and 
maintains a long-term relationship with the company. 
Update the profile with any follow-up actions or 
scheduled appointments.

8. Review the client’s profile to ensure all information is 8. Review the client’s profile to ensure all information is 
stored securely and in compliance with privacy 
regulations. Make sure that any sensitive data, such as 
payment information, is handled with the utmost care and 
protected according to company policies and legal 
requirements.

9. Occasionally, clients may change their preferences 9. Occasionally, clients may change their preferences 
regarding communication methods, service types, or 
billing arrangements. Stay proactive by reaching out to 
clients to confirm if any updates are necessary and make 
changes to their profile as needed.

10. Once all updates are made, review the client profile 10. Once all updates are made, review the client profile 
to ensure accuracy. Double-check the contact 
information, service history, payment status, and any other 
relevant details. Finalize and save the profile updates to 
ensure the client’s information is current and accessible 
for future service.
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Task |Sorting Emails and 
Work Orders and Entering 
Data into Optsy (or other 
Similar Platforms)
Description of the Task: Involves organizing 
incoming emails, prioritizing tasks, and 
accurately inputting work order details into 
the system. It includes ensuring that all 
relevant information, such as client details, 
service requests, and scheduling, is correctly 
recorded and easily accessible for the team. 
This helps streamline operations and 
maintain smooth workflow management.

1. Begin by logging into the company email account and 
reviewing the inbox. Sort through new and existing emails 
to identify those that contain work orders, service 
requests, or important updates related to plumbing jobs. 
Flag any urgent or high-priority emails for immediate 
attention and organize the rest into appropriate folders, 
such as "Pending Work Orders" or "Completed Jobs."

2. Once the work orders are identified in the emails, 2. Once the work orders are identified in the emails, 
open each email carefully to review the details. Ensure 
that the work order includes essential information such as 
the client's name, contact details, service address, job 
description, and any special instructions or requests. 
Confirm that the work order is complete and clear before 
proceeding with data entry.

3. Access the company's chosen platform, such as Optsy, 3. Access the company's chosen platform, such as Optsy, 
where work orders are managed and tracked. Ensure you 
have the necessary permissions and credentials to add or 
edit data within the system.

4. For each work order, input the relevant client details 4. For each work order, input the relevant client details 
into the platform. This typically includes the client's name, 
contact information, address, and any specific service 
needs. Enter the work order description, service date, and 
any other critical details, such as equipment or materials 
needed for the job. Make sure all data entered is 
accurate and up to date.

5. Based on the job description and technician 
availability, assign the appropriate technician to the work 
order. Ensure the technician's schedule is reviewed for 
conflicts and that the assignment is clear. Update the 
platform with the technician’s name and the scheduled 
date and time for the job.

6. If the work order includes any attachments, such as 6. If the work order includes any attachments, such as 
photos, contracts, or diagrams, make sure to upload 
them into the platform for easy reference. Add any 
important notes related to the job, such as customer 
preferences or special instructions, to ensure the 
technician has all the necessary information to complete 
the job successfully.

7. Before finalizing the work order entry, double-check 7. Before finalizing the work order entry, double-check 
the accuracy of all details. Ensure that client information, 
job descriptions, and assigned technician data are 
correct. Any missing or incorrect information should be 
corrected or clarified by contacting the client or reviewing 
previous communications.

8. Once all details are entered and verified, save the 8. Once all details are entered and verified, save the 
work order in the system. Confirm that the platform has 
accepted the data and that the work order is properly 
recorded in the system. Set any necessary reminders or 
follow-ups within the platform to track the work order’s 
progress.

9. After entering the work order into the platform, send a 9. After entering the work order into the platform, send a 
confirmation email or notification to the client, confirming 
the service details, appointment time, and technician 
assignment. Include any other relevant information, such 
as preparation steps or billing information, to ensure the 
client is well-informed.

10. Monitor the status of the work order as it progresses, 10. Monitor the status of the work order as it progresses, 
ensuring that the technician has completed the job on 
time. If there are any changes, delays, or updates, make 
sure they are logged into the platform immediately to 
keep the records accurate. Follow up with the technician 
and client as needed to ensure that all parties are 
satisfied with the service.
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Task |Updating Work 
Orders' Status
Description of the Task: Involves tracking 
the progress of plumbing jobs and ensuring 
that each work order reflects the most current 
information. It includes monitoring job 
completion, updating statuses (such as 
scheduled, in progress, or completed), and 
ensuring that the system accurately reflects 
any changes or client requests. This helps 
maintain clear communication within the 
team and ensures efficient job management.

1. Access the company’s work order management 
platform, such as Optsy or another similar tool, using the 
appropriate login credentials. Ensure that you have the 
necessary permissions to view and update work order 
statuses.

2. Navigate to the section where current or pending work 2. Navigate to the section where current or pending work 
orders are listed. Sort the orders by status, priority, or due 
date to identify which work orders require status updates. 
Check for any recently completed jobs or jobs that need 
to be moved to the next stage.

3. Select the work order that requires an update. Review 3. Select the work order that requires an update. Review 
the details of the job, including the technician assigned, 
the service performed, the client’s feedback (if available), 
and the job completion date.

4. Evaluate the current status of the work order. If the job 4. Evaluate the current status of the work order. If the job 
is completed, update the status to “Completed.” If the job 
is delayed or pending, adjust the status to reflect the 
appropriate stage, such as “In Progress,” “Scheduled,” or 
“On Hold.” Ensure that the status accurately reflects the 
work order’s current situation.

5. If there are any changes or updates related to the work 5. If there are any changes or updates related to the work 
order, such as delays, additional services required, or 
issues encountered during the job, enter these notes into 
the system. This ensures that all stakeholders, including 
the technician and management, are aware of any 
developments.

6. Once the work order status is updated, notify the 
relevant parties. This might include sending a 
confirmation email to the client about the status change 
or informing the technician if additional tasks are needed. 
Update the internal team to ensure everyone is aware of 
the latest progress.

7. Monitor the updated work orders to ensure they stay 7. Monitor the updated work orders to ensure they stay 
on track. If a job has been completed, ensure the final 
details, including billing and client feedback, are 
captured in the system. If there are further tasks required, 
make note of them and adjust the schedule as necessary.

8. After all changes are made, review the work order 8. After all changes are made, review the work order 
status and details to ensure that everything is accurate. 
Ensure that all steps in the process are properly 
documented and that the system reflects the most 
up-to-date information regarding the job.

9. Save the updated work order status in the system. 9. Save the updated work order status in the system. 
Confirm that the status change has been logged properly, 
and check the work order’s history to ensure it is correctly 
reflected for future reference.

10. If required, provide a summary report or update to 10. If required, provide a summary report or update to 
management on the status of ongoing or completed 
work orders. Highlight any issues, delays, or successes 
that may need attention or follow-up.
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Task |Monitoring 
Plumbing Supplies
Description of the Task: Involves keeping 
track of inventory levels and ensuring that 
necessary materials are always available for 
upcoming jobs. Updating inventory records, 
alerting the team about low stock, and 
helping to reorder supplies as needed 
ensures that the plumbing team has the right 
materials on hand to complete jobs efficiently 
and without delays.

1. Log into the inventory management system or platform 
where plumbing supplies are tracked. Ensure you have 
the correct permissions to view, update, and manage 
stock levels.

2. Check the current stock levels of plumbing supplies, 2. Check the current stock levels of plumbing supplies, 
including tools, pipes, fittings, and other essential 
materials. Review both the main inventory and any 
specific warehouse locations to ensure accuracy. Look for 
low or out-of-stock items that need replenishment.

3. Identify any plumbing supplies that are running low 3. Identify any plumbing supplies that are running low 
and may require immediate restocking. Focus on critical 
items that are frequently used or needed for upcoming 
jobs, such as pipe fittings, wrenches, or sealants.

4. Review recent orders placed with suppliers and check 4. Review recent orders placed with suppliers and check 
the expected delivery times for restocking. Ensure that 
lead times for critical items are within the acceptable 
range to avoid delays in upcoming jobs. Document any 
delays or supply issues from vendors.

5. When new supplies are received, update the inventory 5. When new supplies are received, update the inventory 
management system with the current quantities. Adjust 
stock levels accordingly and mark items that have been 
restocked. Ensure that any changes in supply levels are 
accurately reflected in the system for future reference.

6. For items running low, generate orders to restock. 
Contact suppliers to place orders for materials that are 
needed to keep the plumbing operations running 
smoothly. Double-check quantities, pricing, and delivery 
timelines before confirming any orders.

7. Track the usage of plumbing supplies on a regular 7. Track the usage of plumbing supplies on a regular 
basis. Monitor which materials are used most frequently 
and adjust inventory levels to meet demand. Look for 
trends that may suggest overuse or underuse of specific 
items and adjust stock levels accordingly.

8. Communicate with field technicians to understand any 8. Communicate with field technicians to understand any 
urgent supply needs they may have for ongoing or 
upcoming jobs. Ensure they have the necessary materials, 
and update inventory levels if items are used from the 
stock in the field.

9. Perform regular audits of the inventory, either physically 9. Perform regular audits of the inventory, either physically 
or through digital checks, to ensure the recorded stock 
matches the actual supplies on hand. Identify any 
discrepancies, investigate their cause, and make 
adjustments in the system to maintain accuracy.

10. Provide regular updates to management on the 10. Provide regular updates to management on the 
current status of plumbing supplies, including any critical 
shortages, restocking needs, or upcoming orders. 
Highlight any concerns that may affect job timelines or 
operations due to supply issues.
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Task |Assisting with 
Optimizing Technician 
Routes
Description of the Task: Involves helping to 
plan the most efficient travel paths for 
plumbing technicians to minimize drive time 
and maximize productivity. It includes 
analyzing job locations, coordinating 
schedules, and ensuring technicians are 
assigned to jobs in a way that reduces travel 
time and costs. This helps improve 
operational efficiency and ensures timely 
service delivery to clients.

1. Log into the scheduling or routing software used by the 
company. Ensure you have the necessary permissions to 
view and edit technician schedules and routes. If using a 
mapping or GPS tool, confirm access to real-time data 
for route optimization.

2. Examine the technician’s daily or weekly schedule to 2. Examine the technician’s daily or weekly schedule to 
see the assigned jobs. Ensure each job has accurate 
details, including the service address, estimated time for 
completion, and any special instructions. Check for 
overlapping or conflicting appointments that might 
impact route efficiency.

3. Evaluate the geographic locations of the scheduled 3. Evaluate the geographic locations of the scheduled 
jobs. Group jobs that are in the same area or nearby 
locations to reduce travel time. Prioritize urgent or 
time-sensitive jobs, ensuring they are scheduled at the 
most efficient times.

4. Using the routing or mapping software, input all the 4. Using the routing or mapping software, input all the 
scheduled service addresses to find the most efficient 
route for the technician. Adjust the order of jobs if 
necessary to minimize drive time and fuel consumption. 
Factor in traffic conditions, job duration, and time 
constraints to optimize the route.

5. Once the route has been optimized, update the 5. Once the route has been optimized, update the 
technician’s schedule with the revised route and ensure 
they are notified of any changes. Provide the technician 
with the updated route map, address details, and any 
additional notes to ensure they are prepared for the day’s 
work.

6. Keep track of real-time traffic and weather conditions 
that may affect the technician’s route during the day. Use 
traffic apps or tools to identify delays, detours, or road 
closures that could impact the technician’s schedule. 
Communicate these updates to the technician promptly 
to allow for adjustments.

7. Check in with technicians throughout the day to ensure 7. Check in with technicians throughout the day to ensure 
they are following the optimized routes and encountering 
no issues. Gather feedback about any challenges they 
may be facing, such as unexpected delays or difficulty in 
locating addresses. Adjust the route if needed to accom-
modate these changes.

8. As technicians complete jobs, update the system with 
the status of each task. Mark jobs as completed, noting 
the time taken and any issues or follow-up actions re-
quired. Ensure the technician’s next job is updated to re-
flect the new status and location.

9. At the end of each day or week, review the technician’s 
route efficiency and time management. Identify any 
trends, such as consistently missed appointments or lon-
ger-than-expected travel times, and make necessary ad-
justments for future route planning. Look for ways to fur-
ther improve scheduling and routing based on feedback 
and job data.

10. Generate and submit reports to management re-
garding the technician’s routes, including job completion 
times, fuel usage, and overall efficiency. Highlight any 
areas for improvement or suggestions for future optimiza-
tion. Use these insights to enhance future routing and 
scheduling efforts.
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Task |Managing Late 
Cancellations and 
Emergency Bookings
Description of the Task: Handling 
last-minute changes to appointments and 
quickly filling any openings with urgent 
requests. It includes reaching out to clients 
who cancel late, rescheduling services when 
possible, and prioritizing emergency bookings 
to ensure timely service. update the calendar 
and inform technicians about schedule 
adjustments, ensuring efficient operations and 
customer satisfaction.

1. Regularly check emails, phone calls, and online 
booking platforms for cancellation requests or emergency 
service bookings. Pay particular attention to time-sensitive 
requests, especially those received close to the scheduled 
appointment time.

2. Once a cancellation is received, confirm the details 2. Once a cancellation is received, confirm the details 
with the client, including the service type, reason for 
cancellation, and the scheduled time. Check the 
company’s cancellation policy to ensure the request is 
within the acceptable time frame. If a cancellation fee 
applies, inform the client accordingly. Record the 
cancellation and any reasons provided in the system.

3. Inform the technician scheduled for the cancelled job, 3. Inform the technician scheduled for the cancelled job, 
as well as other relevant staff (e.g., dispatch or service 
coordinators). Adjust the technician’s schedule and 
ensure that any logistics (parts, equipment) related to the 
cancelled job are also updated.

4. For emergency bookings, gather necessary information 4. For emergency bookings, gather necessary information 
from the client, such as the nature of the plumbing issue, 
location, and urgency. Check technician availability and 
assign the most suitable technician. If the primary 
technician is unavailable, check other technicians' 
schedules. Confirm the technician’s arrival time with the 
client and update the system with the emergency details.

5. Send a confirmation message to the client for 
cancellations, acknowledging the request and informing 
them of any applicable cancellation fees or rescheduling 
options. For emergency bookings, confirm the 
technician’s estimated arrival time and any preparations 
the client needs to make. Keep the client informed 
throughout the process.

6. Remove the cancelled job from the technician’s 6. Remove the cancelled job from the technician’s 
schedule and reassign them to other tasks if possible. For 
emergency bookings, add the job to the technician’s 
schedule and adjust any other tasks as necessary to 
accommodate the urgent booking.

7. If a technician’s schedule is affected by a cancellation 7. If a technician’s schedule is affected by a cancellation 
or emergency, redistribute their tasks to other available 
technicians. Ensure workload balance and timely 
completion of all jobs.

8. Log all cancellations and emergency bookings in the 8. Log all cancellations and emergency bookings in the 
system, including the reason for cancellation and details 
of the emergency service. This helps maintain accurate 
records for future reference and tracking.

9. Once the emergency job is completed, ensure the 9. Once the emergency job is completed, ensure the 
technician updates the job status in the system. Follow up 
with the client to confirm their satisfaction with the service 
and address any additional needs or concerns.

10. At the end of each day, review the handling of 10. At the end of each day, review the handling of 
cancellations and emergency bookings. Identify any 
inefficiencies and seek feedback from technicians. Make 
adjustments to improve scheduling and response time for 
future tasks.
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Task |Processing Client 
Payments
Description of the Task: Handling 
transactions for plumbing services, ensuring 
payments are accurately recorded and 
processed. It includes invoicing clients, 
verifying payment details, and updating 
records in the system. Addressing any billing 
inquiries and ensuring that all transactions 
are completed smoothly and securely 
contributes to a positive customer experience 
and efficient financial operations.

1. Log into the payment processing platform used by the 
company, ensuring you have the necessary permissions to 
view and manage client transactions. If payments are 
processed through an invoicing system or accounting 
software, access the respective platform.

2. Locate the client’s invoice or work order within the 2. Locate the client’s invoice or work order within the 
system. Ensure the client’s name, service details, and the 
total amount due are accurate. Double-check that all 
applicable discounts, taxes, and service fees have been 
correctly applied. If there are any discrepancies, 
investigate them before proceeding.

3. Confirm the payment method the client will use. This 3. Confirm the payment method the client will use. This 
could include credit/debit card payments, checks, online 
bank transfers, or other methods. Ensure the client has 
provided all necessary payment information for the 
chosen method.

4. Enter the client’s payment information into the system. 4. Enter the client’s payment information into the system. 
If processing through a credit card or online gateway, 
input the card details or transaction information. For 
checks or other manual payments, record the payment 
amount and method in the system. If using an automated 
system, ensure the payment is successfully processed and 
recorded.

5. Once the payment has been processed, confirm that 5. Once the payment has been processed, confirm that 
the transaction has been successfully completed. Check 
for any error messages or issues that may have occurred 
during processing, such as declined payments or 
insufficient funds. If the payment fails, notify the client 
immediately and resolve the issue.

6. Once payment is received, update the client’s account 
and mark the invoice as paid. Ensure that the status 
reflects the payment and that any outstanding balance is 
cleared. If the payment is partial, adjust the balance 
accordingly and schedule a follow-up reminder if 
needed.

7. Generate a payment receipt or confirmation for the 7. Generate a payment receipt or confirmation for the 
client. Send this confirmation via email or other agreed 
communication methods. Include the transaction details, 
such as the amount paid, the date of payment, and any 
remaining balance if applicable.

8. Log the payment in the company’s accounting or 8. Log the payment in the company’s accounting or 
financial system. Ensure that the payment is linked to the 
correct client account and job, and that the company’s 
financial records reflect the transaction. This helps 
maintain accurate financial data for reporting and 
auditing purposes.

9. Review the status of any outstanding client payments 9. Review the status of any outstanding client payments 
regularly. If a payment is overdue, prepare a polite 
reminder and reach out to the client. Provide them with 
details of the outstanding invoice and offer assistance if 
necessary to facilitate payment.

10. At the end of each day or week, provide a report to 10. At the end of each day or week, provide a report to 
management summarizing the payments processed, 
including total amounts, clients who have paid, and any 
clients with outstanding balances. Highlight any 
payment-related issues or trends that require attention.
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Task |Sending Plumbing 
Invoices
Description of the Task: Generating and 
sending accurate invoices to clients after 
services are completed. It includes ensuring 
that all service details, costs, and payment 
terms are correctly reflected in the invoice. 
You’ll email the invoices to clients, track 
payments, and follow up as needed to ensure 
timely processing, helping to maintain 
smooth financial operations and customer 
satisfaction.

1. Log into the invoicing system or accounting platform 
used by the company. Ensure you have the necessary 
permissions to create, modify, and send invoices to 
clients. Locate the client’s account to begin the invoicing 
process.

2. Before generating an invoice, confirm that the 2. Before generating an invoice, confirm that the 
plumbing job has been completed and that all service 
details are accurate. Review the work order or service 
report to ensure it matches the completed job and 
includes any materials, labor charges, or additional 
services that were provided.

3. Create a new invoice within the system, ensuring that 3. Create a new invoice within the system, ensuring that 
all relevant information is included. This should include 
the client’s name, service address, a detailed breakdown 
of the work performed, materials used, and the total 
amount due. Apply any taxes, discounts, or service fees 
as applicable.

4. Double-check the invoice to ensure all details are 4. Double-check the invoice to ensure all details are 
correct. Verify that the charges, client information, 
payment terms, and due date are accurate. Ensure the 
correct payment method options are provided and that 
there are no discrepancies in the amounts.

5. Once the invoice is reviewed and finalized, send it to 
the client. This can be done via email, through an 
invoicing system, or via mail if preferred by the client. 
Include a professional message with the invoice, outlining 
the services rendered and requesting prompt payment. If 
using email, ensure that the invoice is attached in a 
readable format, such as PDF.

6. Ensure the client has received the invoice by following 6. Ensure the client has received the invoice by following 
up with them. You can send a quick email or message 
confirming that the invoice was sent and asking if they 
have any questions regarding the charges or services 
listed. If needed, resend the invoice to avoid any 
confusion.

7. Once the invoice has been sent, update the client’s 7. Once the invoice has been sent, update the client’s 
account to reflect the status of the invoice. Mark it as 
“Sent” and note the invoice number and due date. Keep 
track of the payment status, whether paid, pending, or 
overdue.

8. If the payment due date is approaching, set a reminder 8. If the payment due date is approaching, set a reminder 
to follow up with the client regarding payment. This 
ensures that no invoice is overlooked and helps to 
maintain a consistent cash flow. If the invoice becomes 
overdue, prepare a polite reminder and follow up as 
needed.

9. If there are any issues with the invoice, such as client 9. If there are any issues with the invoice, such as client 
disputes or requests for adjustments, document these and 
make any necessary changes in the system. Keep a clear 
record of any communication regarding invoice issues 
and ensure that revised invoices are sent promptly.

10. At the end of each day or week, provide a summary 10. At the end of each day or week, provide a summary 
report to management regarding the invoices sent, 
including the total amounts, clients invoiced, and any 
overdue payments. Highlight any issues or discrepancies 
that need attention and ensure the invoicing process is 
running smoothly.
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Task |Tracking Accounts 
Receivable
Description of the Task: Monitoring 
outstanding payments from clients for 
plumbing services. It includes reviewing client 
invoices, following up on overdue payments, 
and updating financial records in the system. 
Assisting in sending reminders and ensuring 
that accounts are kept current contributes to 
the overall financial health of the business.the overall financial health of the business.

1. Log into the company’s accounting or invoicing 
platform to access the accounts receivable module. 
Ensure that you have the necessary permissions to view, 
update, and track the status of client accounts and 
payments.

2. Examine the list of all outstanding invoices in the 2. Examine the list of all outstanding invoices in the 
system. Focus on those that are overdue or approaching 
their due date. Make sure each invoice shows the correct 
amount, due date, and payment status.

3. Identify the clients who have not yet paid their invoices 3. Identify the clients who have not yet paid their invoices 
or have partial payments pending. Review their payment 
history and the status of any previous communications 
about payment.

4. For each client with an outstanding balance, update 4. For each client with an outstanding balance, update 
the payment status in the system. Mark invoices as "Paid," 
"Pending," "Overdue," or "Partially Paid" as necessary. 
Ensure that payment dates, amounts, and payment 
methods are accurately recorded.

5. For overdue invoices or those nearing their due date, 5. For overdue invoices or those nearing their due date, 
prepare and send polite payment reminder emails or 
messages to the client. Include the invoice number, the 
outstanding balance, the original due date, and 
instructions on how to make a payment.

6. If a client is making partial payments or has set up a 
payment plan, update the account to reflect each 
payment received. Ensure that all payments are 
documented accurately and that the remaining balance is 
adjusted accordingly.

7. If there are any issues with payments, such as disputes 7. If there are any issues with payments, such as disputes 
or delays, contact the client directly to resolve them. Keep 
clear records of any communication with the client 
regarding these issues and update the payment status as 
needed.

8. At regular intervals (daily, weekly, or monthly), generate 8. At regular intervals (daily, weekly, or monthly), generate 
accounts receivable reports to provide management with 
a summary of outstanding balances, overdue accounts, 
and overall payment trends. These reports help 
management track cash flow and address potential issues 
early.

9. Consistently monitor overdue accounts and follow up 9. Consistently monitor overdue accounts and follow up 
with clients who have not made payment after the first 
reminder. If necessary, escalate overdue accounts 
according to company policies or coordinate with a 
collections department if applicable.

10. Ensure that all accounts receivable information is 10. Ensure that all accounts receivable information is 
accurately reflected in the company’s financial records. 
Reconcile payments with bank statements and make sure 
that all amounts are correctly recorded for financial 
reporting and tax purposes.
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Task |Generating Weekly 
and Monthly Finance 
Reports
Description of the Task: Compiling and 
organizing financial data to provide an 
overview of the plumbing business’s financial 
performance. It includes gathering 
information on income, expenses, accounts 
receivable, and other relevant financial 
metrics. Creating detailed reports that help 
the team track cash flow, identify trends, and 
make informed business decisions. Accuracy 
and attention to detail are key for producing 
reliable financial summaries.

1. Log into the company’s accounting or financial 
reporting system. Ensure you have the required 
permissions to generate and access finance reports. 
Confirm that all necessary data sources are up to date 
before beginning the report generation.

2. For weekly reports, select the relevant start and end 2. For weekly reports, select the relevant start and end 
dates to capture the financial activity for that week. For 
monthly reports, select the full month’s range (from the 
first to the last day of the month). Double-check the dates 
to ensure they reflect the correct period.

3. Review the key financial data that needs to be included 3. Review the key financial data that needs to be included 
in the report, such as total revenue, expenses, accounts 
receivable, and accounts payable. Ensure that all relevant 
transactions are recorded, including sales, payments 
received, outstanding invoices, and any operating 
expenses.

4. Review the income and expense statements for the 4. Review the income and expense statements for the 
selected period to ensure all entries are accurate. Verify 
that all revenue from plumbing jobs, products sold, and 
services rendered is included, along with all operational 
costs such as materials, labor, and overhead expenses.

5. Using the financial data, compile the weekly or 5. Using the financial data, compile the weekly or 
monthly finance report. Include a breakdown of total 
revenue, costs, net profit or loss, and any other relevant 
financial metrics. Organize the data clearly, highlighting 
any significant changes or trends in income or expenses.

6. Before finalizing the report, cross-check all data for 
discrepancies. Look for any missing transactions or 
unusual figures that may indicate errors. Verify that all 
entries are properly categorized and that no transactions 
were omitted or incorrectly recorded.

7. Once all the data is verified and organized, generate 7. Once all the data is verified and organized, generate 
the report using the system’s built-in reporting tools. 
Choose the appropriate format, such as PDF, Excel, or 
any other format requested by management. Ensure that 
the report is clear, concise, and easy to read.

8. Carefully review the generated report to confirm that it 8. Carefully review the generated report to confirm that it 
meets the required standards. Ensure that all financial 
figures are accurately presented and that there are no 
omissions or errors. If necessary, make adjustments to the 
report before proceeding.

9. Send the completed weekly or monthly finance report 9. Send the completed weekly or monthly finance report 
to the relevant team members or management. If 
required, provide a brief summary or explanation of key 
figures or trends in the report. Make sure the report is 
distributed on time and to the appropriate individuals.

10. After distribution, save and archive the report in the 10. After distribution, save and archive the report in the 
company’s file management system for future reference. 
Ensure that reports are organized by date and accessible 
for any auditing or financial analysis needs.
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Task |Posting Hiring Ads 
for Plumbing Techs
Description of the Task: Involves preparing 
and publishing job advertisements on various 
online platforms, such as job boards, social 
media, and specialized trade websites. It 
includes updating job descriptions, writing 
clear and appealing ad copy, and selecting 
the most relevant platforms to attract qualified 
candidates. Additionally, monitoring the 
performance of the ads, responding to 
inquiries from applicants, and organizing the 
incoming applications for review aims to help 
the company find suitable candidates 
efficiently and maintain professional 
communication throughout the process.

1. Log into the various online job boards and platforms 
where the company posts job openings, such as Indeed, 
LinkedIn, or specialized industry websites. Ensure that you 
have the required access or account to post job ads on 
these platforms.

2. Review the existing job description for the plumbing 2. Review the existing job description for the plumbing 
technician position. Ensure it includes key details such as 
job responsibilities, required skills, certifications, and 
experience. Verify that the description aligns with the 
company’s hiring needs and any specific requirements for 
the role.

3. Write or update the hiring ad copy based on the job 3. Write or update the hiring ad copy based on the job 
description. Highlight the most important aspects of the 
role, such as salary range, benefits, work environment, 
and career advancement opportunities. Use clear, 
professional language that reflects the company’s values 
and appeals to qualified candidates.

4. Choose the most relevant job boards and platforms to 4. Choose the most relevant job boards and platforms to 
post the ad. For plumbing technician roles, consider 
specialized trade job sites, local classifieds, and social 
media channels, in addition to more general job boards. 
Tailor the choice of platforms to reach the ideal 
candidates based on location, skill set, and experience 
level.

5. Log into each selected platform and input the job title, 
company name, location, and the full job description. 
Include any additional information such as application 
instructions, contact details, and the company’s website. 
Review the ad for any errors or omissions before posting it 
publicly.

6. After posting, monitor the performance of the job ad 6. After posting, monitor the performance of the job ad 
across all platforms. Track views, applicant submissions, 
and responses to the ad. Adjust the ad if necessary based 
on the volume of applications or any feedback received 
from candidates.

7. As candidates start responding, manage and track 7. As candidates start responding, manage and track 
incoming inquiries. Provide prompt and professional 
responses to any questions from potential applicants, 
such as clarification on job requirements or application 
processes. Ensure all communication is consistent with the 
company’s tone and hiring procedures.

8. If the job ad is not attracting the desired number or 8. If the job ad is not attracting the desired number or 
quality of applicants, adjust the wording or modify the 
requirements. Update the ad with any new information, 
such as job perks or a clearer description of 
responsibilities, to better attract qualified candidates.

9. As applications come in, ensure they are properly 9. As applications come in, ensure they are properly 
organized in the system or application tracking platform. 
Review the resumes, cover letters, and application forms 
to ensure they meet the qualifications. Mark and 
categorize applications based on relevance for the next 
stages of the hiring process.

10. Once a suitable candidate has been selected, or 10. Once a suitable candidate has been selected, or 
when you no longer need additional applicants, close or 
remove the job ad from all platforms. Notify applicants 
about the hiring decision, providing feedback or updates 
on the status of their application as necessary.
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Task |Assisting with Initial 
Candidate Screening
Description of the Task: Assisting with the 
initial candidate screening process for the 
plumbing industry by reviewing resumes, 
conducting brief interviews, and assessing 
qualifications. It includes evaluating 
candidates' experience, certifications, and 
suitability for various plumbing roles, ensuring 
that only the most qualified individuals are 
shortlisted for further consideration. This task 
requires attention to detail and a good 
understanding of plumbing industry 
requirements to identify the best-fit candidates 
efficiently.

1. Access the candidate applications through the 
company’s hiring platform or email. Review each 
applicant's resume, cover letter, and any additional 
documents to ensure they meet the basic qualifications 
listed in the job description, such as required experience, 
certifications, and skills.

2. Check the candidates for key qualifications specific to 2. Check the candidates for key qualifications specific to 
the plumbing industry, such as technical skills, 
certifications, and years of experience. Look for any 
relevant certifications, like licensed plumber status or 
specialized training, and ensure the applicant meets the 
experience level required for the role.

3. Carefully read the resumes and cover letters to ensure 3. Carefully read the resumes and cover letters to ensure 
they are clear, well-organized, and contain detailed 
information about the candidate’s previous plumbing 
experience. Look for any gaps in employment or 
inconsistencies and make a note to follow up if needed.

4. Based on your review, create a shortlist of candidates 4. Based on your review, create a shortlist of candidates 
who closely match the job requirements. Highlight those 
with the strongest qualifications and most relevant 
experience. Organize these candidates for further review 
by the hiring manager or team.

5. If needed, conduct a preliminary phone or video 5. If needed, conduct a preliminary phone or video 
screening with shortlisted candidates. Prepare a set of 
questions related to their experience, availability, and 
technical knowledge. Ensure that the candidates 
understand the job expectations and company culture 
during the screening.

6. Confirm that the candidates' contact information is ac-
curate and up to date. Ask for their availability for an in-
terview or further screening. Ensure they are still interested 
in the position before moving them forward in the hiring 
process.

7. Document the screening results for each candidate. 
Note key points from their resume, cover letter, and inter-
view, as well as any follow-up actions required. Provide 
the hiring manager with a detailed summary of the candi-
dates’ qualifications and suitability for the role.

8. For candidates who pass the initial screening, coordi-
nate with the hiring manager to schedule interviews. Ar-
range the date and time that works for both the candi-
date and the interviewer, and ensure the candidate has all 
the necessary details for the interview.

9. For applicants who are not selected after the initial 
screening, send a professional and polite rejection email. 
Offer a brief explanation and express appreciation for 
their interest in the position. Maintain a positive tone to 
leave the door open for future opportunities.

10. Keep a detailed record of all applicants, including 10. Keep a detailed record of all applicants, including 
those who were not shortlisted, for future reference. 
Update the applicant tracking system with each candi-
date’s status and ensure all documents are properly filed 
for compliance and future use.
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Task |Coordinating 
Interviews with 
Candidates and Hiring 
Managers
Description of the Task: Involves scheduling 
and organizing interviews for technician, 
installer, or administrative roles. This includes 
managing the calendar, ensuring both parties 
are informed of the time, location, and 
format, whether in-person or virtual. 
Additionally, sending reminders, providing 
interview materials, and ensuring smooth 
communication throughout the process 
allows the hiring team to efficiently evaluate 
potential candidates for various positions.

1. Review the job description and candidate shortlist to 
confirm the positions that require interviews. Coordinate 
with the hiring manager to understand their availability 
and the specific interview format, whether it’s in-person, 
via phone, or through video conferencing.

2. Contact the selected candidates to schedule interviews. 2. Contact the selected candidates to schedule interviews. 
Provide them with options for interview dates and times 
based on the hiring manager's availability. Be sure to 
include the interview format, location (if in-person), or 
meeting link (if virtual), and any documents or instructions 
they need to prepare.

3. Once candidates have confirmed their availability, 3. Once candidates have confirmed their availability, 
finalize the interview schedule with the hiring manager. 
Ensure the manager is aware of the candidate's 
background and any specific questions or topics they 
want to discuss during the interview.

4. After finalizing the schedule, send confirmation emails 4. After finalizing the schedule, send confirmation emails 
to each candidate, including the interview date, time, 
format, and any necessary instructions. In the email, also 
include a polite reminder to bring relevant documents, 
such as identification, certifications, or a resume.

5. Send calendar invitations to both the candidate and 5. Send calendar invitations to both the candidate and 
the hiring manager with all the interview details, including 
the time, date, meeting link (for virtual interviews), and 
location (for in-person interviews). Ensure that reminders 
are set for the scheduled interview time.

6. Ensure that the hiring manager has all the necessary 
materials, such as the candidate’s resume, cover letter, 
and any pre-interview notes or questions. Double-check 
that any interview tools or platforms are ready (e.g., 
Zoom links, room bookings).

7. A day before the interview, send a reminder email to 7. A day before the interview, send a reminder email to 
the candidate confirming the interview details. Ensure they 
have all the necessary information and are prepared for 
the interview. Address any last-minute questions or 
concerns they may have.

8. If a candidate needs to reschedule, work with both the 8. If a candidate needs to reschedule, work with both the 
candidate and the hiring manager to find an alternative 
time. Ensure that both parties are informed of the new 
date and that calendar invites are updated accordingly

9. During the interview, ensure that everything runs 9. During the interview, ensure that everything runs 
smoothly. This could involve confirming that the interview 
room is set up, the virtual meeting link works, or assisting 
with any technical issues. Be available for assistance if the 
hiring manager or candidate encounters any problems.

10. After the interview, follow up with the candidates to 10. After the interview, follow up with the candidates to 
notify them of the next steps in the hiring process. If the 
candidate was successful, inform them about further 
evaluations or the job offer. If not selected, send a polite 
rejection email thanking them for their time and interest.
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Task |Managing Employee 
Onboarding 
Documentation
Description of the Task: Involves organizing 
and maintaining all necessary paperwork for 
new hires, including contracts, certifications, 
safety training, and compliance forms. This 
ensures that all documents are completed 
accurately, stored securely, and shared with 
relevant departments. Assisting with preparing 
onboarding materials, scheduling orientation 
sessions, and tracking the progress of each 
new hire through the onboarding process.

1. Collect all necessary employee onboarding 
documents, such as the offer letter, tax forms, 
identification verification, confidentiality agreements, 
benefits enrollment forms, and any other 
company-specific documents. Ensure you have the most 
recent and correct versions of all required forms.

2. Before sending any documents, verify the new 2. Before sending any documents, verify the new 
employee's information, including their full name, 
address, and contact details. Ensure that all personal and 
professional details are accurate to avoid errors in the 
onboarding process.

3. Email or upload all relevant onboarding documents to 3. Email or upload all relevant onboarding documents to 
the employee via a secure platform. Provide clear 
instructions for each document, including any specific 
fields to be filled out, signed, and returned. Be sure to 
include deadlines for document submission.

4. Monitor the progress of document completion by 4. Monitor the progress of document completion by 
setting up a tracking system. Record when each 
document is sent, received, and completed. Follow up 
with the employee if any forms are missing or incomplete.

5. For any documents requiring signatures, ensure the 5. For any documents requiring signatures, ensure the 
employee understands how to sign them properly. If 
necessary, use an e-signature tool to securely obtain 
signatures for documents like the offer letter, 
confidentiality agreement, and tax forms.

6. Once all documents are returned, carefully review 
them to ensure everything is correctly filled out and 
signed. Double-check for any missing or incorrect 
information, such as incomplete tax forms or unsigned 
sections, and request revisions if necessary.

7. Once all documents are complete and accurate, 7. Once all documents are complete and accurate, 
organize them into a digital or physical employee file. 
Ensure all files are properly labeled and stored in a 
secure, confidential location for future reference and 
compliance.

8. Input the employee’s information into the company’s 8. Input the employee’s information into the company’s 
HR or payroll system. This includes updating contact 
details, job position, pay rate, tax withholdings, benefits 
selections, and any other relevant employment 
information. Confirm that all data is accurate and up to 
date.

9. Ensure the new employee has access to necessary 9. Ensure the new employee has access to necessary 
company tools, software, and resources. This includes 
setting up email accounts, providing login credentials for 
internal platforms, and granting access to relevant 
training materials or handbooks.

10. Once all documentation is completed and verified, 10. Once all documentation is completed and verified, 
confirm with the employee that the onboarding process is 
complete. Provide them with any additional information 
they may need for their first day and arrange for any 
orientation or training sessions to ensure a smooth start.
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