JOB DESCRIPTION – PARTS ADVISOR
Job Title:



Parts Advisor

Employee’s Name:




Location:                                            

Reports To:


Significant Relationship:



OVERALL OBJECTIVE OF ROLE

By following laid down procedures and systems to assist with the smooth operation of the Parts Department satisfying the requirements of the Company and customers.

To represent the Company to callers and the general public in a professional manner and ensure that at all times the Company’s objectives of achieving friendly relationship and customer satisfaction are always maintained. 

KEY TASKS AND RESPONSIBILITIES

A. THE PARTS SHOP

1.        To receive enquiries from customers in person and by telephone, always making them feel welcome.

2.
To assist the customer in identification of their precise needs to suggest any related parts the customer may require.

3.      
Utilising the Kerridge computer system, to identify the bin location and advise the customer of the price.

4. If in stock, to obtain the part(s) and complete the payment transaction by cash, cheque or credit card in accordance with the Company’s laid down procedures.

5. In the event that the required item(s), is/are not currently in stock, to take full details of the customer’s name and contact telephone number. To subsequently locate the required item(s) by telephoning initially to other Parts Departments within the Group and then other manufacturer part stockists. In the event of subsequent delay of arrival of required item(s) to progress/chase the order.

6. Upon receipt of the required item(s), to contact the customer by telephone and advise that the part is ready for collection.

7. At all times to ensure that the parts stock is displayed in an attractive and eye-catching manner and that the Parts Shop is kept clean and tidy with any waste material cleared up immediately.

8. At all times to maintain a security watch of parts items displayed in the shop.

9. To be familiar with and follow the parts returns policy procedure.

B. PARTS STORES

1.
Identify parts items required by the Service Department and to then find their location within the stores using Kerridge computer system.

2. In the event that the required item(s) is/are not in stock to telephone around and subsequently progress/chase the order, keeping the relevant department advised of progress.

3. Utilising the system to place orders with the manufacturer.

4. To advise Service personnel immediately required items are received in stock and available for issue.

5. Upon receipt of incoming goods, to place these in the appropriate bin location and update stock records accordingly.

6. To maintain a constant surveillance of Parts Stores area to maintain security.

7. Upon request to assist with the twice-yearly stock takes of items in store, which may extend over the 

weekend.     

8.
To be familiar with all forms of parts return to both dealer and Manufacturer.
9.
Check and report any faults to management relating to the safe running of the forklift equipment.

C. GENERAL

1. To keep up-to-date with new parts and product developments reading trade literature and participating in Company sponsored training courses upon request.

2. To ensure adherence to relevant ISO quality system.

3.
To be responsible for your own safety and to take reasonable care of colleagues and any visitors to the Parts Department area.

4.
Upon request to carry out any additional tasks associated with the efficient operation of the Parts Department.
PERFORMANCE MEASURED BY

1. Ability to serve customers and carry out your duties in a friendly and efficient manner likely to encourage repeat business

2. Ability to operate computer facilities efficiently, locating parts quickly

3.
Ability to maintain all stock, parts movement and associated documentation and records accurately and up-to-date

4.
Ability to handle all types of payment transaction efficiently and accurately, ensuring at all times that the Company’s assets and interests are safeguarded

5.       
Ability to follow up pre-placed orders successfully and obtain results in terms of rapid delivery

6.     
Contribution to keeping the Parts Department clean, tidy and attractive

7.
ISO quality audit findings

8.
Compliance to the Company’s Health and Safety Policy

8.
Sales performance against monthly individual target
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