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[bookmark: SampleJobDescriptions_01.pdf]SERVICE & PARTS ASSOCIATE
SAMPLE JOB DESCRIPTION



The following Sample Job Description is provided to you as an MRAA member benefit via the MRAA Resource Center. While we’ve worked to provide a comprehensive Sample Job Description, covering most of the duties for the position noted above, this document is intended to be a sample only, and MRAA makes no warranties on the document or
its legality in any specific state. MRAA recommends that you check with your particular state to ensure compliance. By using the Sample Job Description, you agree to hold harmless and indemnify MRAA from any claims that may arise from your use of this document, including, but not limited to, any claims or causes of action initiated by employees of your business and the use of the Sample Job Description.

[bookmark: SampleJobDescriptions_66.pdf]Position Title: Service & Parts Associate

Reports To: [Insert Title]

As a Parts and Service Associate, help assure parts inventory to control inventory costs and have needed parts available and help assure customer satisfaction levels are held in the highest regard in terms of timeliness, and quality of work performed in shop.

Job Duties/Responsibilities:
· Treat all employees and customers with the courtesy and respect they deserve
· Write service/repair tickets for customers and correctly understand and document customer service needs to help technicians diagnose and make repairs properly and timely
· Call customers when service repair or warranty work is completed, and boat is ready
· Prepare warranty return shipments; locate failed parts, package and label for return; file correct paperwork as needed
· Provide materials to the service department in a timely fashion; communicate with technicians in an effort to have materials needed before service work starts
· Control special order and standard inventory items and ensure all items are invoiced to reduce lost capital
· Maintain inventory levels per management guidelines on a daily basis, always making an effort to review and offer necessary suggestions, as product needs change
· Help maintain clean and tidy showroom appearance
· Maintain service records as required
· Other duties as assigned

Requirements:
· A high school diploma or equivalent
· Professional appearance
· Experience in the marine industry preferred
· Ability to communicate at a high level to all customers, both verbally and in writing
· Ability to make decisions to satisfy customers, following management guidelines
· Organizational and computer skills are required for the position
· Be team-oriented, self-motivated, and process driven
· Have a valid state driver’s license
· Ability to pass a pre-employment background/drug screen
· Ideal candidates will have a strong understanding of products sold in dealership and understand the sales department process

[bookmark: SampleJobDescriptions_67.pdf]How to Apply:
[Insert Instructions Here]
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