General Manager Job Profile
General Manager (GM) Job Profile:

1. The GM shall maintain work habits that are in accordance with the WWCC employee policy as outlined in the WWCC Employee handbook.

2. The GM shall dress in an appropriate and professional manner as outlined by WWCC policies.

3. The GM should have excellent organizational and communicational skills.

4. The GM should be very outgoing, friendly, and helpful.

5. The GM should have the ability to adapt to daily changing circumstances

6. The GM should maintain their working area in an organized and clean condition.

7. The GM should advise the owner of any potentially hazardous conditions or damaged tools or equipment and take the appropriate action to correct any potentially hazardous conditions. 

8. The GM should continuously strive to improve efficiency in the facility and the overall operation of WWCC and be willing to participate in shop meetings and training programs which are sponsored by WWCC.

9. The GM should maintain a good work attitude and cooperate with fellow WWCC Employees.

10. The GM must have strong auditing skills.

11. The GM should be capable of delegating duties and supervising their completion.
12. The GM should be capable of managing and overseeing people.
13. The GM should be capable of training and indoctrinating new Administrative employees.
14. The GM should be proficient in the use of all WWCC management and estimating systems. 
15. The GM must be very thorough in their documentation processes.

16. The GM must be capable of using Positive Reinforcement to motivate and inspire the WWCC Team.

 General Manager (GM) Job Description:
1. The GM will at randomly attend the release meeting.

2.  The GM is responsible for recruiting, hiring, and dismissal of employees. 

3. The GM is to ensure that production employees properly complete Quality Control Cards.

4. The GM Assist in the smooth flow of work throughout the shop.

5.  The GM is responsible for identifying production problem areas and suggestions and implementing changes.

6. The GM is to maintain company standards of repair quality, inspecting vehicle repairs throughout the repair process. Supervising to ensure that quality repairs are completed. 

7. The GM is responsible for Supervising and assisting in the inspection of all completed vehicles prior to delivery, conducting a test drive if necessary.

8. The GM is to monitor and improve efficiency in the production area as required.

9. The GM is responsible for addressing safety problems within production areas. (i.e. problematic or broken equipment)

10. The GM is responsible for providing input into company decisions regarding equipment and tool purchase, facility improvement, etc.

11. The GM should be able to resolve any insurance negotiation disputes.

12. The GM is to perform File Audits. The GM will also monitor and review estimates on a regular basis.

13. The GM is required to assist in writing of supplements as needed.

14. The GM is required to assist in filling parts orders from the parts stock inventory.

15. The GM is responsible for directly handling all customer complaints to resolution.

16. The GM is to be informed of, supervise and handle decisions to be made in regards to comebacks, customer complaints, warranty work, or redo’s, etc.

17. The GM is responsible for monitoring all purchases from outside vendors (i.e. paper towels, shop supplies, office supplies, etc.)

18. The GM will audit to ensure that estimate items have been properly mapped according to WWCC Mapping Procedures.

19. The GM will audit to ensure that all Pre-Ordered parts are verified for correctness and non-damaged.

20. The GM will supervise and ensure of adherence to the all of the WWCC SOP’s.

21. The GM will audit to ensure that all supplements are written and that the carriers are notified in an appropriate time frame. 

22. The GM will audit to ensure that updates and changes are being conducted as needed to the Production Technician’s lists.  

23. The GM in conjuction with the TCSR’s and outside sales representatives are responsible for contacting and monitoring outside referral company relationships.

General Manager (GM) Daily Duties

· Meet with the Comptroller to review PACE report Daily to monitor to see if accurate in regards to WIP

· Meet with the Comptroller to review PACE report daily to monitor that work is being distributed evenly.

· Meet with Comptroller to review Techncians List to ensure date dues are accurate and there are no dead vehicles on list, not moving. 

General Manager (GM) Weekly Duties

· Walk thru each facility and conduct a “Clean” Walk through write up items needing attention, repairs, areas or items to be cleaned, observations of SOPS not being adhered to, etc.

· Monitor Haz Mat storage areas for inspection, cleanliness, etc. and also determine if disposal is needed at that specific time. 

· Participate in Shop Meetings weekly to gain any information on equipment or shop needs for repairs or maintenance.

General Manager (GM) Bi-Weekly Duties:

General Manager (GM) Monthly Duties

· Review PACE report at end of month to see what each TEAM did in Sales, what each Estimator averaged per RO, and Labor Units per RO, seek ways of improvement

· Review Continous improvement Logs to attack the Process NOT the People in regards to improving shop performance i.e. cycle time\touch time and CSI.

· Review of CSI end of month scores with each shop during a general morning meeting as well as sit down with each Team and review ALL customer comments Good and Bad to share praises as well as criticisms. This should be done monthly

· Meet with Comptroller to Audit Estimates and Files once a month to inquire as to the following:

a) see if there was any R\I operations that could have been collected for

b) Clean vehicle for delivery charges

c) Solid Waste Charges

d) Was there a 100 % Disassembly

e) Were all parts stored as per WWCC Disassembly procedures

f) Were all Call Logs performed every Monday and Wednesday by 11 am

g) Were the Call Log notes completed and clear.

h) If vehicle was released without payment was there a faxed copy of the check in the file

· Review Cycle Time reports per team and insurance company each month.

· Perform Parts Department Audi i.e. Credits, Dots on parts, any parts still onsite that should not be?

· Develop one SOP bi-monthly for WWCC with photos, videos, etc.

· Conduct and lead training each month on Thursday nights as previously discussed for specific departments.

General Manager (GM) Yearly Duties

· Co-ordinate with Comptroller on maintenance Calendar and budget and schedule on Calendar

· Conduct Haz Mat Training yearly for entire organization.

· Co-Ordinate and conduct Skills USA contest

· Develop by October of every year a training calendar of needs, with costs projections etc for each employee of WWCC for the upcoming year. 

· Participate with the owner in yearly Employee Reviews.

General Manager (GM) as Needed Duties

· Review CSI Hot Sheets follow up with customer and then report back via Complaint Resolution Report. 
· Schedule any shop maintenance of equipment or facility co-coordinating with Accounting Department

· Develop SOP one bi-monthly per Mike’s suggestions or your own sense of need, along with Videos, Photos, Forms, Test Questions, and auditing tools\forms.

· Conduct HAZ Mat Training and Respiratory training for all new hires as well as annual training for entire company.

Audits

Audits are conducted to ensure SOPS are being adhered to. In addition it is imperative that the audit results are reviewed with co-workers for both for positive compliments as well as negative comments. 

General:

· Shop Cleanliness and Organization

· Fire Extinguishers signed off on and inspected.

Collision Department
· Adherence to Disassembly SOPS i.e.

· Blue Cards

· Wires Labeled

· Parts Stored Properly

· Disassembly SOP

· Blue Cards

· Bodywork finished off properly

· Interiors protected

· Wires Labeled

· Parts stored properly

· All parts on vehicle Remove and Installed as per Estimate.

· Where there items that should have be Remove and Installed NOT on estimate.

· Conduct Weekly shop walk thru inspection to ensure cleanliness

Admin Department
· Pouch in vehicle

· Windows mapped properly

· All information in Shop RO

Parts Department
· Parts orders per vendor per RO

· Parts Returns and Credits Audits

Refinish Department
· Compound in Jambs

· Blue Card compliance

SVS Department
· Bathrooms clean

· Were Vehicles cleaned up properly

Training for 2008
· Get with Mike on I CAR Points for frame schools, paint schools, etc, 

· Get with Mike on Training budget for 2008 


Class Type



 Tuition      Travel
Meals

Hotel


Lincoln Welding


I-CAR


ASE


Audi


BMW


Shaddi NOVA Mechanical Classes


Shaddi Hunter


Refinish Schools Standox


HAZ Mat Training


Rome Training


Estimating Training


SMART Courses


Sales or Marketing Courses


Performance Alliance


Porsche Training


Dave Gruskos 

