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ARRIS ™" e
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SALES & SERVIC]

13900 Loetsbir Road » Sturtevant, Wi 53177






Position:  Parts Specialist 
Reports To:  Operations Manager 
FLSA Status:  Non-Exempt (hourly)
The primary responsibility is to make sure materials and units are received, stored and recorded accurately and timely as well as ensure all materials and units being shipped or delivered are securely packaged and accounted for.  This position must have a high attention to detail and be a strong multi-tasker.

 

Responsibilities: 
· Assist in office operations and procedures such as managing parts phone calls, taking orders and collecting information on customers service needs;
· Prepare and complete orders for delivery, includes verifying paperwork, packaging, labeling, shipping and updating orders with shipping details.

· Receive and process stock material and units, includes unloading, inspecting, document damages, verify paperwork, label and put away.

· Perform daily restock in accordance with inventory restock process.

· Evaluate all reclaimed used parts in a timely manner and ensure all transactions are processed accordingly.

· Perform inventory processes and controls.

· Keep a clean and safe work environment.

· Ensure all scrap inventory is addressed in a timely and safe manner.

· Perform necessary transactions in the system and complete paperwork as directed.

· Pull orders for customers and service bays and make sure all parts are clearly tagged and committed to related invoice or service ticket.

· Coordinate drop ship orders as needed.

· Notify Inventory Purchasing/Planner of out-of-stock parts or shop materials that need replenishment.

· Inspect returned parts and communicate results with Parts/Service Coordinator to ensure proper transactions and credits are recorded.

· Review daily inventory variances and availability reports and communicate corrections or changes needed.

· 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;

· Must be able to utilize ERP system in a consistent manner;

Requirements Continued:

· 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. Must be able to climb ladders to reach stock material. Must be able to obtain and maintain a forklift certification.
Other Details:

Pay Rate:  $18-$23/hr.

Hours:  7 am to 5 pm, Monday through Friday, extra hours and some weekends based on business need
Benefits:  Comprehensive benefits offered
Harris Golf Cars is an equal opportunity employer functioning under an affirmative action plan.
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