Job Description 

Date                                             
Job Title Parts Clerk
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

5%
	     

	
Standing:
85%
	     

	
Walking:
10%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	     

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	Stairs, step stool

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

To sell engine and automotive parts and accessories.
Essential Functions of the Job:
This position will sell engine and automotive parts and accessories. Ascertains make, year, and type of part needed, inspects worn, damaged, or defective part to determine replacement required, or advises customer of part needed according to description of malfunction. Discusses use and features of various parts, based upon knowledge of machine or equipment. Reads catalog, or computer for replacement part, stock number, and price. Advises customer on substitution or modification of part when replacement is not available. Examines return part to determine if defective and exchanges part or refunds money. Marks and stores parts in stockroom according to a prearranged system. Receives and fills telephone orders for parts. Rings up sales and makes change. May travel to retail parts store to pick up additional parts that are not in stock at the dealership. Stocks displays and assists with moving new inventory onto or out of showroom area.  Keeps work area clean and orderly.
Types of Machines, Tools, Special Equipment:

Computer, microfiche viewer, telephone, dolly, cart.
Vehicles or Moving Equipment Operated:

N/A
