
JOB DESCRIPTION
SERVICE DRIVE MANAGER


TITLE: Service Drive Manager
OBJECTIVE
The service drive manager greets customers and collects information necessary to enhance the customer experience. This includes following through the service drive process with the Service Advisors, Porters, and Technicians.
PRIMARY RESPONSIBILITIES
· Assist in the service response during peak traffic by greeting customers in a timely and friendly manner to obtain customer and vehicle data. Fill in any voids on the service drive, time off, lunch hours, etc.
· Partner with all other dealership personnel to ensure the quality of service provided to our customers.
· Perform quality inspection of vehicles after repair and before delivery of the customer's vehicle. Demonstrate that the repair has been completed to the customer if necessary.
· Assist the Service Advisors in the active delivery process and follow up with the customers you were involved with.
· Drive the shuttle when needed. If you see the need to consult with a customer riding the shuttle, please do so.
· Report to the Service Manager daily on any issue or challenges of the day.
· Train, coach, and counsel the Service Advisors on behavioral and performance issues.
· Review open repair order lists and resolve any repair orders when the vehicle is no longer on the dealership premises.
· Maintain all supplies required to operate the Service Drive. Guide the porters to keep the drive free of vehicles, clutter, and trash.
· Maintain Service Drive displays and change them often.
· Follow workflow using the MultiPoint Inspection and assist when necessary.
· Be the go-to person for both the customer and all dealership personnel. Find a way to say yes!

Job Description Acknowledgment

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