Location Manager (LM) Job Profile:

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

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

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

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

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

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

7. The LM 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 LM 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 LM should maintain a good work attitude and cooperate with fellow WWCC Employees.

10. The LM must have strong auditing skills.

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

Location Manager (LM) Job Description:
1. The LM will conduct the release meeting on a daily basis.

2. The LM is responsible for supervising and assisting in the schedule and processing of all vehicle repairs, informing administrative staff of necessary changes to that schedule.

3. The LM oversees all employees, and reports to the general manager.

4. The LM is responsible for recruiting, hiring, and dismissal of employees. 

5. The LM is to ensure that production employees properly complete Quality Control Cards.

6. The LM Assist in the smooth flow of work throughout the shop.

7. The LM is responsible for assigning vehicle repairs to production teams.

8. The LM is responsible for identifying production problem areas and suggestions and implementing changes.

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

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

11. The LM is to monitor and improve efficiency in the production area as required.

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

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

14. The LM should be able to resolve any insurance negotiation disputes.

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

16. The LM is required to assist in writing of supplements as needed.

17. The LM is required to assist in filling parts orders from the parts stock inventory.

18. The LM is responsible for directly handling all customer complaints to resolution.

19. The LM is to supervise and handle decision to be made in regards to comebacks, customer complaints, warranty work, or redo’s, etc.

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

21. The LM will ensure that estimate items have been properly mapped according to WWCC Mapping Procedures.

22. The LM will supervise that all Pre-Ordered parts are verified for correctness and non-damaged.

23. The LM will supervise and ensure of adherence to the all of the WWCC SOP’s.

24. The LM will ensure that all supplements are written and that the carriers are notified in an appropriate time frame. 

25. The LM will monitor, update and change as needed to the Production Technician’s lists.  

26. The LM will contact weekly walk thru inspections of the facilities to ensure cleanliness both of the exterior and interior of the repair facility.

27. The LM is responsible for contacting and monitoring outside referral company relationships.

