GUS Commercials Ltd


Job Description







Job Title: 


Service Advisor / Workshop Controller
Location: 


22 Central Park Mallusk Newtownabbey BT36 4FS
Salary Range: 

To be discussed at interview
Reporting To: 

Billy Miskelly
 
Criteria:

· Possess a minimum of 5 years’ experience working as a Service Advisor or similar position. Preferable within the Commercial Vehicle Industry
· Relevant City and Guilds, BTEC or NVQ qualifications.

· Demonstrate exceptional interpersonal skills, be well-presented and have a professional telephone manner.

· Have a Full Driving Licence?
· Either hold a current HGV licence or be prepared to obtain an HGV licence

Role Purpose:

· To supervise the service reception area and ensure customer concerns and queries are dealt with promptly and efficiently.

· To load the workshop effectively and efficiently ensuring that we maximise labour sales on any given day by allocating the right job to the right technician thus taking full advantage of their technical skills and abilities.

· Ensure that the correct documentation is accurately completed and that customer records are maintained.
· To develop, manage and motivate the technicians including their environment, resource, and repair standards
Key Responsibilities:

Administration

· Ensure that customers vehicle requirements for repairs/servicing are detailed on the job card and that the customer signs the relevant section on the job card in agreement. Note and record any vehicle damage on job card
· Ensure the customer is advised as to the type, range and cost of service & repair and follow-up any incomplete work or future requirements the vehicle may have. 

· Fax/ e-mail details of any additional work required and obtain signed authorisation before commencement of additional repairs

·  Agree method of payment before work commences and ensure payment for repairs and servicing of vehicles is collected as per company policy.

· Ensure efficient use of our technician’s technical knowledge/skills enabling effective, economic, and safe servicing of customer vehicles.

· Load the workshop accurately using the agreed service loading system.

· Constantly monitor Work in Progress (WIP) and ensure that it does not exceed agreed levels.
· Ensure that all job card write-ups are accurate, and details are recorded.

· Ensure that all chargeable labour, Parts, oils, and workshop environmental /consumables are recorded on the job card, and that the work is within recommended repair times where possible.  

· Administer warranty procedures in accordance with manufacturer 
· Accurately maintain document control systems.
· Maintain effective liaison with customers and other members of staff.

· Present completed vehicles to the customer, advising of any future requirements and ensuring customer satisfaction with the work carried out.

· Advise the Management of all customer problems and departmental problems.

· Supervise and assume responsibility for customer vehicles, keys, and workshop parking as well as the accurate recording and processing of daily cash and cheques.

· Ensure courteous use of telephone, adhering to company policy.

· Maintain a high standard of dress and always conduct and ensure the reception area is always kept clean and tidy.

· Explain the services offered by the department to the customer to enhance the reputation of the Company. 
Customer Service and Satisfaction

· Ensure the highest degree of efficiency and understanding of customer requirements and to deal with any customer complaints courteously, promptly, and sympathetically.

· Provide customer estimates according to company policy and pricing.

· Where necessary, invite the customer to talk about a vehicle problem directly with the Foreman / Technician therefore aiding first time fix and improving customer satisfaction.

Job Description

Profitability / Cost Control

· Ensure customer awareness of all products and services available.

· Sell additional products, services, and repair work in a professional manner.

· Implement any Company promotions.

· Develop personal knowledge and experience to improve profitability, customer satisfaction and efficiency.

· Ensure timely and accurate invoicing and job costing.

· Present invoices for payment to the customer providing an explanation of charges where required and making sure that the correct methods of payment are used.

· Inform customers of additional repairs needed including prices and delivery times. Obtain written confirmation before ordering major units and obtain suitable deposits.

· Ensure all cash sales are invoiced/charged and money collected on completion of work. 

· Take an active part in upholding the Company’s Health and Safety Policy as set out in the Statement of Main Terms of Employment. 
Other Duties
The above is not an exhaustive list of duties and you will be expected to perform different
tasks as necessitated by your changing role within the Company and the overall business
objectives of the Company
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