JOB DESCRIPTION
SERVICE & PARTS BDC COORDINATOR 3


TITLE: Service & Parts BDC Coordinator
OBJECTIVES:
· Book/Close repair orders for warranty, customer pay, and internal charges within the manufacturer, State of Michigan, and the dealership's policies and procedures
· Schedule customers for service drop-off times and coordinate customer and vehicle information with requested repairs and suggested maintenance items.	
REPORTS TO: Assistant Service Manager
QUALIFICATIONS 
Customer and employee relations ability, personnel management capability, product, and technical knowledge, accounting, and typing skills.
HOURS: 8:00 AM – 5:30 PM, Monday thru Friday*; 1-hour lunch TBD
PRIMARY RESPONSIBILITIES
Booking
· Check repair orders for complete cause for repairs made and exact descriptions of work performed by           
· the technician.
· Book customer, warranty, and internal labor operation codes for all appropriate repair orders.
· Work with warranty administrator for accurate completion of warranty claims.
· Assure repair order final charges do not exceed the original estimate. If so, immediately refer the repair order to the service consultant for review and explanation.
· Disperse all completed repair orders to respective service consultants immediately upon booking completion.
· Review the open repair order list daily for accuracy and completion of booking.
Cashiering
· Collect any amount due from the customer, give the customer a copy of the repair order and always thank them for their business.
· Maintain cleanliness in the work area.
· Always maintain professional dress and appearance.
Service & Parts BDC Coordinating
· Receive incoming telephone calls from customers for the Service Department to schedule drop-off times for their requested inspection(s) and requested maintenance items. During the phone call, determine the following:
· Has the customer had their vehicle in for service before?
· When does the problem occur? What speed? Hot or cold? Is the condition intermittent? If so, how often does it happen? (If the problem only occurs when the vehicle sets for an extended period, please ask the customer to drop the vehicle off the night before so we can try to duplicate the same conditions they are experiencing.) What does the customer need to be doing to have the problem occur? 
· Has the vehicle been serviced for this request(s) before?
· What is the approximate mileage now on the vehicle?
· When the end of the conversation is near, ask the customer if there is anything else they would like us to look at while the vehicle is here.
· What are the manufacturer's suggested maintenance requirements and mileage for this vehicle? Suggest the manufacturer's scheduled maintenance to be done.
· Obtain a daytime phone number where the customer can be reached.
· Repeat to the customer all requested items and the date and time of drop-off.
· Back-up Cashier/Booker during lunch hour, absent days(s), and end-of-day.

*Additional hours/days of work may be necessary as workload dictates


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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