Job Description 

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







Comments

	
Sitting:

2%
	     

	
Standing:
88%
	     

	
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
	
	     

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Vehicle service writer and parts employee for auto dealership.
Essential Functions of the Job:
This position greets the customer and obtains their contact information. They also obtain information regarding any problem(s) the customer has been experiencing with their vehicle. They will open the vehicle door and obtain the VIN and note the current mileage. This information is then entered into a computer along with other pertinent vehicle information, such as standard vs. automatic transmission, engine size, air conditioning, etc. The key for the vehicle is taken from the customer and tagged.  It is then placed on the work board for the mechanics. A work order is printed from the computer and given to the mechanic. There are times the mechanic will convey information to the service writer regarding the vehicle condition and recommended repairs. The service writer will use this information to communicate to the customer the needed repairs and the associated costs. This position will obtain parts from storage for the mechanics.  May drive customer vehicles to move them to safer location (i.e. dealership garage or gated parking area) for overnight and weekend stays.  Provides a copy of the bill to the customer and receives payments for work completed either by check, credit card, or cash.  
Types of Machines, Tools, Special Equipment:

Computer, phone, fax, copier, till, carts, dollies.
Vehicles or Moving Equipment Operated:

Passenger cars, trucks, and S.U.V.s.
