JOB DESCRIPTION – PARTS MANAGER
Job Title:



Parts Manager

Job Holder:




Location:
 
Reports To:




Significant Relationships:
 
Limit of Authority:

OVERALL OBJECTIVE OF ROLE

· To be fully responsible for the day to day running of the department you are based. 

· To assist the Regional Parts Manager in all areas of the parts business and assuming responsibility in the absence of the Regional Parts Manager ensuring Company policy and procedures are followed at all times.

KEY TASKS AND RESPONSIBILITIES
1.
To describe and assess marketing potential and discuss plans with the Regional Parts Manager and informing Parts Department staff to maintain commitment and motivation.
2. To carry out interviewing and selection as required.
3.
To ensure adherence to all employment policies in line with legislation.
4.
To implement sales, merchandising, advertising and sales promotion plans to support the achievement of Parts Department plans and budgets.

5.
To utilise monthly the management accounts system to monitor and control department productivity and profitability.

6.
To ensure efficient and timely operation of administrative systems and operating procedures, including:


· completion of statistical reports by the  due dates

· invoicing of all parts

7.
To maintain the parts reception areas to agreed housekeeping standards and ensure effective display of parts and accessories to promote franchise parts sales.

8.
To administer and resolve all customer parts enquiries and complaints in a competent and timely manner.

9.
To take action as required ensuring that wherever possible only genuine franchise parts and accessories are purchased and sold for franchise vehicles.

10.

To carry out annual appraisals on all staff reporting to you in line with Company procedure.
11.

To guide, coach and if required discipline staff within the guidelines of the Company’s set 
personnel procedures and employment law.

12.
To attend training and development courses as required improving management skills and maintaining awareness of industry methods, practices and systems.

13.
To maintain personal and department staff awareness of the Company’s quality policies and 
procedures, and ensure that staff comply with the general and departmental procedures described within the relevant annexes to the Company’s quality manual.

14.

To attend quality and management review meetings as defined in the Company’s documented 
procedures in order to discuss and address matters pertinent to the Company’s quality system.

15.

To be responsible for your own health and safety and to take all reasonable care of colleagues, customers and other visitors to the Parts Department. 

16.

To carry out any related responsibility, task or duty as requested by the Company.

PERFORMANCE MEASURED BY

1. Department and Group performance against budget

2. Knowledge and implementation of Company Policies and Procedures

3. Timely and accurate completion of all administrative paperwork

4. Staff development, morale, delegation and follow up
5. Ability to maintain manufacturer dealer programme standards and audits

6. ISO quality audit findings

7. General housekeeping and Health & Safety compliance
8.         Ability to resolve staff and customer issues
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of the Company

I have received a copy of this Job Description, read it, understood it and agreed to it.
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