JOB DESCRIPTION
PARTS ADVISOR
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                                                                  Revised Date: 		

OBJECTIVE
The Parts Advisor assists internal and external customers in obtaining parts, accessories, or supplies. Primary objectives include ensuring customer satisfaction and retention and assuring the correct part is obtained the first time. 
PRIMARY RESPONSIBILITIES
· The Parts Advisor is accountable for performing the duties and responsibilities described below. The list, however, is not necessarily an exhaustive description of the duties and responsibilities associated with the job. The Parts Advisor also performs other duties and responsibilities as needed.
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Schedules & Work Shifts
· Regular shift hours are 7:30 AM to 5:30 PM, Monday through Friday. You must be ready to start work on time each day. Occasionally, you may be asked to report to work earlier, stay later, or work a Saturday as needed. Your Parts Department Manager will notify you when you are required.
· Lunch hour will be 1 hour; the Parts Manager will excuse each advisor for the lunch break.
· Each month, the Service, Parts, and Body Shop Departments host the Right From The Start Seminar for our customers who recently purchased a new vehicle from us. As a parts advisor, you are required to attend each Right From The Start Seminar. Your parts manager will advise you on the Date every month.
Responsibilities 
· The following is the order in which internal and external customers are to be handled:
· Service/Body Shop Technicians
· Customers (in-person)
· Customers (on the phone)
· Department Managers
· Sales/Office personnel
· At times, a customer and a technician might approach the parts window at the same time. If this happens, the customer should be the first to be waited on, followed by the technician. Acknowledge the waiting party (either a customer or a technician) and say, “I’ll be right with you.” Make sure that all technicians have been helped expediently as possible so they may return to working on vehicles.
Initial Parts Inquiries
· Identify the correct part(s) with the computer system(s) needed to fix the vehicle on the first visit, applying the information found in technical publications, periodicals, bulletins, etc.
· Coordinate service repair order activities to ensure the correct part(s) are:
· Identified and checked for availability and delivery time. 
· Obtained from the manufacturer or locally (other dealers) and when not in stock. Information regarding parts pricing and availability must be discussed with the service technician making the request and, if needed, the service advisor in charge of the repair order. (Communication is the key here.)
· Obtained in the most expedient manner possible for new vehicles delivered within the past 12 months and those not drivable.
· Other vehicle parts should be obtained according to urgency; consult the service manager or service advisor for ordering instructions when in doubt. (Communication is the key here.)
· Review body shop estimates/repair orders to ensure the correct parts are:
· Identified as either original equipment or aftermarket 
· Priced in line with estimates
· Obtained from the best possible source(s). 
· The body shop manager must discuss quantity, part number, and pricing discrepancies before obtaining the part(s). (Communication is the key here.)
· Authorized original equipment for the manufacturer part(s), not in stock must be checked with the manufacturer and obtained; if they are unavailable, obtain part(s) from a local dealer. 
· Authorized aftermarket Chrysler vehicle part(s) should be procured from the best possible source(s). 
· Other make vehicle’s part(s) should be procured from the best possible source(s).
Daily Job Duties
· Record all lost sales and emergency purchases.
· Monitor back-ordered parts.
· Cut and copy keys.
· Replenish parts inventory as needed.
· Provide accurate and honest advice to customers on the care of their vehicles when selling parts.
· Monitor the progress of the part request and contact customers.
· Pull and tag parts for cycle returns.
· Review warranty parts daily and destroy the parts the manufacturer does not want to be returned.
· Box and return all warranty parts the manufacturer wants via DDS or UPS.
· Daily Bin Counts: As time permits, ten monthly bin counts, including dusting of both the parts and the shelves, need to be completed by the end of each month.
· Check in and put away all orders as needed, including manufacturer orders, UPS orders, stock orders, promotional orders, and daily orders. Parts are to be put away immediately in a bin location. Parts that do not have a bin location should be given a bin location and then put away.
· Put all special ordered parts in the Special Order Bin as soon as they are checked in.
· Customers must be called to notify them that the ordered parts have arrived. 
· Periodically call and remind customers who haven’t picked up their special ordered part(s).
· Load totes and cages every night for return to the manufacturer. This includes warranty return parts, cycle return parts, and all the manufacturer core returns.
· Make sure all cores have been re-assembled and drained of all fluids. Core assemblies should not be accepted from technicians that have not been re-assembled and completely drained of fluids; it is the technician’s responsibility to do this.
· Return all aftermarket cores to the aftermarket company on time.
· Pick up parts from other suppliers and dealers.
· Deliver all part(s) as quickly as possible to wholesale customers.
· Reorder stock replacement tire(s) from tire vendors as soon as the tire(s) are sold and installed on the vehicle.
· Fill stock bins daily with overflow stock as needed.
· Pull and deliver needed body shop parts when the technician is ready to begin the job.
· Pull and deliver needed tires for service or body shop when the technician is ready to begin the job.
· Pull and deliver the requested part(s) for the service technician when the technician is ready to begin the job.
· The following areas are to be kept neat and clean, and the trash is taken out:
· Parts counter.
· Parts floor.
· Glass.
· Floor mats.
· Trash containers.
· Special order bins.
· The parts delivery vehicle fuel must be at ½ or greater.

Job Description Acknowledgment

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