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JOB DESCRIPTION

Title: Aftermarket Parts & Service

Date: September 4, 2013
Classification: Hourly


Reports to: Manager, Aftermarket Parts & Service
JOB SUMMARY: 

Responsible for handling incoming phone calls dealing with warranty or customer service issues; also requires the handling of some of the parts sales load, especially during vacations of co-workers within the department. Work on own with minimal supervision. Reports to the Manager, After Market Parts and Service.
FUNCTIONS TO BE PERFORMED:

***
Work with customers over the phone and in writing to quote replacement parts and possible warranty of parts.

***
Take parts orders.

***
Enter Orders into the Computer.

***
Do recommended spare parts list for Boiler folder.

***
Handle walk in customers.

***
Check with venders on prices and availability of special order and non-stocking parts. Notify Purchasing so order can be placed.

***
Make after hours parts delivery to shippers.

***
Help with customer quotes on parts and shop built items.

***
Assist customers with Boiler related questions.

***
If desiginated assist Transportation Manager with shipping of completed Boilers (Booking trucks, Delivery dates and times, notifying Customers, assuring all paper work is handled).

***
Direct customer enquiries to proper staff for answers when needed for technical response.

***
Perform other related duties as required

PHYSICAL AND MENTAL REQUIREMENTS:

***
Must be able to communicate verbally and in writing

***
Must be able to communicate well over the phone with customers as required

***
Must be capable of following verbal and/or written instructions

***
Knowledge of manufacturing and industrial skills

***
Must be able to perform data entry

***
Must possess good mechanical and electrical knowledge

***
Must have High School Diploma (or GED equivalency diploma). 

***
Detailed minded

***
Have the ability to sit for long periods of time

***
Have the ability to grasp, stoop, and squat or to perform duties with reasonable accommodation

