JOB DESCRIPTION
EXPRESS LANE MANAGER


TITLE: Express Lane Manager
OBJECTIVE
Performing oil changes and lubrication work on customers’ vehicles on either a first come/first served or appointment basis while promoting a high level of service attention to the customer and supervising other Express Lane Technicians.
REPORTS TO: Service Manager
QUALIFICATIONS
High customer relations ability, technical knowledge, and product knowledge.
PRIMARY RESPONSIBILITIES
· Be available in the driveway to watch for incoming vehicles for the Express Lane.
· Greet the customer immediately and explain the Express Lane repair order.
· Verify customer and vehicle data, including address, telephone number, vehicle identification number, and exact mileage.
· Determine if the customer has any coupons for an oil change and attach them to the repair order.
· Pull the customer’s vehicle onto the Express Lane rack and begin the oil change process.
· Inspect the underside of the vehicle for signs of needed repair, i.e., shocks for extra wear or leakage, exhaust for corrosion perforation or damage, tires for unusual wear or nails/foreign bodies, engine, transmission, differential, radiator, p/s steering system for fluid leaks, etc.
· Inspect the under-hood area for signs of needed repair, i.e., air filter, PCV valve and filter, belts, hoses, battery cable/ends condition, etc.
· Check and fill all fluid levels, tire pressure, and lubricate door locks and hinges.
· Complete vehicle inspection on Express Lane repair order and note any areas needing attention.
· Perform any minor repairs as requested by service team personnel.
· Promote the sale of labor and parts without losing sight of the customer’s needs.
· Vehicles must be cleaned of all oil smudges and fingerprints when completed.
· The Express Lane rack, all windows and floors in the service drive, and the floor machine must be cleaned daily. The approach and exits to the service drive area are to be kept clean of cigarette butts and trash. All trash bins throughout the service department must be emptied daily.
· All clipboards must be readied for the next day’s business.
· Supervise all Express Lane Employees.
· Your appearance must be kept professional. 

Job Description Acknowledgment

I have reviewed the job description for my position and understand my responsibilities.


[bookmark: _Hlk119959629]Employee Signature: 	________________________	Date: 	___________________

Manager Signature: _____________________________       Date: 	___________________
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