JOB DESCRIPTION – PANEL BEATER
Job Title:


Panelbeater




Job Holder:




Location:




Responsible To:



Responsible For:



Significant Relationships:


OVERALL OBJECTIVE OF ROLE

· Accurately and skilfully undertake the repair of motor vehicles

· Ensure all work is completed safely and complies with the Company, manufacturer and industry guidelines

· Fulfil all tasks to the customer’s complete satisfaction

· Help the Company achieve industry leading standards of process efficiency

KEY TASKS AND RESPONSIBILITIES

Objective: Accurately and skilfully undertake the repair and servicing of motor vehicles

· Analyse work orders to identify what work has been agreed, seek clarification from an Estimator if a work order is not clear or seems incorrect

· Evaluate the condition of the vehicle

· Document completed work orders, ensuring hours and materials used are accurately and appropriately recorded and all warranty material is kept and returned to the warranty cupboard

· Perform repair work as directed, within timescales and in accordance with established and documented procedures.

· To be responsible for any remedial work necessary as a direct result of your poor workmanship in your own time (no bonus pay)

Objective: Ensure all work is completed safely and complies with the Company, manufacturer and industry guidelines

· Ensure vehicles comply with industry safety standards when returned to the customer and any faults have been reported and noted on the job card

· Ensure all health and safety, environmental and recycling policies, plus all internal policies and procedures are adhered to, focusing on customer needs and building upon the professional reputation of the Company
Objective:  Fulfil all tasks to the customer’s complete satisfaction

· Safeguard and protect the customer’s vehicle and its contents while being repaired, ensuring adequate protection is used in every vehicle during repair

Objective:   Help the Company achieve industry leading standards of process efficiency

· Minimise wastage of all materials

· Undertake all other tasks and responsibilities as requested

· Supervise and train apprentice panel beaters as required

· To achieve a minimum weekly productivity level of 100% efficiency

· To achieve quality levels as laid down by the Company

· To read all factory, Department of Transport and motor organisation bulletins and constantly update product knowledge, working standards and practices

· To use and maintain company equipment to the highest standards and report all breakages, losses or malfunctions

· To keep working bay, ramp and company equipment clean and tidy

· To ensure compliance with warranty and quality system procedures

KEY COMPETENCIES
Customer Service Focus

· Approach every situation with a desire to understand and deliver

· Listen effectively and communicate clearly

· Approach every customer/job as a potential lifetime customer

· Deal with problems positively

· Maintain a positive attitude towards the customer and job

· Use language appropriate to the customer/colleague

· Accurately communicate technical issues and implications

· Demonstrate rigour and clarity when completing paperwork for the job

Operational / Commercial Focus

· Contribute to good housekeeping

· Care for the customer’s vehicle

· Complete paperwork thoroughly

· Make initial inspection of the vehicle

· Make quality check at end of work

· Monitor own performance

· Create and maintain positive working relationships

· Clean and maintain hand tools and equipment

· Store hand tools and equipment so that they can be easily accessed and identified

· Clean work areas, at the specified time and frequency, keep work area free from debris and waste material

· Dispose of used cleaning agents, materials and debris safety

· Wear suitable personal protective equipment throughout all housekeeping activities

· Identify the working practices and aspects of the workplace which provide a risk of harm to you or others

· Ensure own conduct in the workplace does not endanger the health and safety of yourself or other persons

· Follow the workplace policies and suppliers’ or manufacturers’ instructions for the safe use of equipment, materials and products

· Rectify those health and safety risks within capability and the scope of job responsibilities

· Report hazards and pass on suggestions for reducing risks to health and safety

· Protect the customer’s vehicle while it is in the workshop

· Work in a way which minimises the risk of damage to the vehicle and its systems

· Safeguard the customer’s vehicle and contents while being repaired/serviced

· Respect the customer's vehicle when road testing

· Document all completed work on the job card, ensuring job details, hours and materials are accurately recorded

· Complete diagnostic records accurately and in the format required

· Complete all warranty documentation accurately

· Compare the vehicle details against specification on the job card

· Take any necessary action on matters of vehicle safety

· Identify and record any recommendations for future actions

· Refer back to job card to make sure all requested work has been carried out

· Monitor and evaluate own performance

· Make requests for assistance clearly and courteously

· Treat colleagues in a way which shows respect for their views and opinion and promotes goodwill

· Must contribute actively to team working

PERFORMANCE MEASURED BY

1. Ability to maintain standards and productivity efficiencies

2. Volume of rectification work

3. Willingness and co-operation

4. Cleanliness of work area

5. Ability to adhere to warranty and quality system procedures

6. Adherence to health and safety policy
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