Melissa True

Southern Transcription Services, Inc. - Website Administrator


New Horizons School of Transcription – Chief Administrative Officer

Office Hours – 
Monday 9 a.m. – 2:30 p.m.   
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 Microsoft  Access database Administrator 
· Maintain website 

· Maintain virus scan software on office PCs
· Assist with Southern Transcription Services software installs
· Assist with Southern Transcription Services issued transcription equipment 

· Troubleshoot/resolve employee computer issues that are directly related to software/hardware issued by Southern Transcription Services. Personal or in depth issues can be referred to Mike Weightman. 
· Maintain key fob expiration list

· Maintain cell phone changes (Changes / Add)

· Hannah

· Office

· Update Outlook (Changes / Add)

· Contacts

· Full-time

· Part-Time

· A-L/M-Z distribution lists 

· Facility Contacts

