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13900 Loetsbir Road » Sturtevant, Wi 53177






Position:  Parts Specialist / Service Assistant
Reports To:  Operations Manager and Service Manager
FLSA Status:  Non-Exempt (hourly)
Every golf car detail matters to us, including customer service and parts. The Parts Specialist/Service Assistant is responsible for assisting customers with their service and parts inquiries, and needs in a timely and accurate manner while providing excellent customer service and following all policies and procedures of Harris Golf Cars, and state/local laws.   The Parts Specialist/Service Assistant may be required to work extra hours and some weekends based on business need.  
 

Responsibilities: 
· Managing the parts inventory, placing orders, shipping orders, receipt orders, inventory control;
· Assist in office operations and procedures such as managing parts phone calls, taking order and collecting information on customers service needs;
· Filling over-the-counter orders;
· Assist in maximizing office productivity through proficient use of appropriate software applications;
· Assist in helping service technicians prepare and carry out orders for customer service orders;
· Deliver and/or pickup cars from customers;
· Performs a variety of general duties to assist the Parts and Service areas. Able to follow directions;  

· Must be Adaptable - Adapts to changes in the work environment; Manages competing demands;
· Problem Solving – Identifies and resolves clerical and office-related problems in a timely manner;
· Other Duties as assigned.
Requirements: 

· High school diploma or general education degree (GED) required;

· Driver’s license with suitable driving history;
· years of customer service experience preferred;

· Excellent organizational, time management, multi-tasking and problem-solving skills required;

· The ability to manage multiple priorities and adjust to fast paced work flow changes effectively;

· The ability to read diagrams and measurements;

· Proficient in Microsoft Office;

· Adherence to all policies and procedures of Harris Golf Cars and state/local laws.

Physical Demands:

While performing the duties of this job, the employee is frequently required to sit, crouch, stoop, kneel, climb, crawl, walk, stand, talk, hear, use hands and fingers for keyboarding, drive and lift and/or move up to 85lbs. 

Other Details:

Pay Rate:  $18-$23/hr.

Hours:  7 am to 5 pm, Monday through Friday

Benefits:  Comprehensive benefits offered
Harris Golf Cars is an equal opportunity employer functioning under an affirmative action plan.
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