Job Description 

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

0 %




Comments:
Standing:
60 %




     
Walking:
40%
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





Step ladder, stairs
J.
Lift 01-10 lbs




     
Lift 11‑20 lbs




     
Lift 21‑50 lbs




     
Lift 51-70 lbs





     
General Description of the Job:

To provide customer service to auto parts customers. 
Essential Functions of the Job:
1. Provides customer service to walk-in and phone-in customers and receives payment.

2. Pulls parts and orders.

3.Stocks lobby.

4. Completes data entry and maintains price labels.

5. Replaces wipers on customers' vehicles as needed.

6. Tests alternators and starters.

7. Faxes and copies documents.

8. Looks up parts information in parts catalogs.

9. Shovels snow off walkways as needed.

Types of Machines, Tools, Special Equipment:

Computer, fax machine, copier, telephone, credit card machine, hand truck, carts, hand-held scanner, snow shovel, step ladder, pallet jack, alternator/starter testing machine. 
Vehicles or Moving Equipment Operated:

None.
