Team Parts Assistant (PA) Job Profile
1.
The PA shall maintain work habits that are in accordance with the WWCC employee policy as outlined in the WWCC Employee Handbook. 

2.
The PA should have excellent organizational and communicational skills.

3.
The PA should have the ability to adapt to daily changing circumstances. 

4.
The PA should maintain their working area in an organized and clean condition.

5.
The PA should advise the Owner and/or Managers of any potentially hazardous conditions or damaged tools and/or equipment and take the appropriate action to correct any potentially hazardous conditions. 

6.
The PA should continuously strive to improve efficiency in the facility and overall operation of WWCC and be willing to participate in shop meetings and training programs sponsored by WWCC. 

7.
The PA should maintain a good work attitude and cooperate with fellow WWCC employees. 

Team Parts Assistant (PA) Job Profile
8.
The PA should exercise WWCC Phone skills etiquette. 

9.
The PA must be very thorough in their documentation process. (Detailed notes to and

 from vendors, customer files, etc.)

10. 
The PA should be proficient in data entry. (i.e. keyboarding skills)

11.
The PA should have proficient math skills, which includes the use of a calculator and calculating percentages.

12. 
The PA should have excellent negotiation skills. (For negotiating with Supplier Parts Department Personnel)

13.
The PA must have “skills” to be very detail oriented. (I.e. Details of Parts: Color, Shape, Texture, Size, Left vs. Right, etc.)

14.
The PA must have excellent knowledge of vehicle products/parts.

15. 
The PA must have a driver’s license, and an acceptable driving record, in order to pick up parts from vendors if need be.

Team Parts Assistant (PA) Job Description
1.
The PA should have readily available knowledge as to the status of parts for their Team’s vehicles. The PA should attend the release meeting prepared to answer questions in reference to these vehicles.

2.
The PA should have the ability to manage parts and supplies, maintain inventory levels, and order as needed.

3.
The PA is responsible for researching and coordinating accounts with Sublet Vendors.

4.
The PA fills parts requests for Technicians and/or Team Coordinators in accordance with the WWCC Parts Ordering SOP’s. The PA also fills orders for technicians on items requested from the Supply Room.

5.
The PA is responsible for receiving parts from delivery personnel, in accordance to the WWCC Parts Receiving SOP’s. 

6.
The PA shall verify parts for correctness and ensure that they are not damaged. 
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7.
The PA should label parts with appropriate identification to include: RO#, Customer Last Name, Vendor Identification, Type of Vehicle, etc.

8.
The PA is responsible for the entry of data from a Vendor Invoice into Complete Shop, and filing Invoice copy in the appropriate customer’s file. 

9.
The PA handles parts returns as necessary in accordance with the WWCC Parts Returning SOP’s.

10. 
The PA is responsible for monitoring and keeping account credits up

to date with Vendors as necessary. 

11.
The PA is responsible for continuously updating the Wurth Orsy System as required. 

12. 
The PA should ensure that all parts have been reconciled within a 

Customer’s RO before the ticket is billed out and completed. 

13.
The PA is responsible for monitoring backordered parts statuses. The PA should ensure that all Customers’ are notified by either mail or phone that a backordered part has arrived for their vehicle.

