Employment Record Form

	Name
	
	Employee Number
	

	

	Work

Station


	Competence Level

	
	Training
	50%
	100%

	
	Train
	Sign
	Employ
	Date
	Train
	Sign
	Employ
	Date
	Train
	Sign
	Employ
	Date

	Office
	Management Rep
	
	
	
	
	
	
	
	
	
	
	
	

	
	New Enquires
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service
	
	
	
	
	
	
	
	
	
	
	
	

	
	Quotation 
	
	
	
	
	
	
	
	
	
	
	
	

	
	Order Input
	
	
	
	
	
	
	
	
	
	
	
	

	
	Order Check
	
	
	
	
	
	
	
	
	
	
	
	

	
	Office Admin/Fensa
	
	
	
	
	
	
	
	
	
	
	
	

	
	Sales - Domestic
	
	
	
	
	
	
	
	
	
	
	
	

	
	Sales - Trade
	
	
	
	
	
	
	
	
	
	
	
	

	
	Sales -Commercial
	
	
	
	
	
	
	
	
	
	
	
	

	
	Profile Purchasing
	
	
	
	
	
	
	
	
	
	
	
	

	
	Glass Purchasing
	
	
	
	
	
	
	
	
	
	
	
	

	
	Hardware Purchasing
	
	
	
	
	
	
	
	
	
	
	
	

	
	Roof Purchasing
	
	
	
	
	
	
	
	
	
	
	
	

	
	Accounts
	
	
	
	
	
	
	
	
	
	
	
	

	
	Other - Purchasing
	
	
	
	
	
	
	
	
	
	
	
	

	
	Goods Inwards
	
	
	
	
	
	
	
	
	
	
	
	

	
	Dispatch
	
	
	
	
	
	
	
	
	
	
	
	

	Aluminium Fabrication
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Qty Manual Training
	
	
	
	
	
	
	
	
	
	
	
	

	
	Service Engineer
	
	
	
	
	
	
	
	
	
	
	
	

	
	First Aid
	
	
	
	
	
	
	
	
	
	
	
	

	
	Fork Lift Truck
	
	
	
	
	
	
	
	
	
	
	
	

	
	Delivery/Driver
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