





Job Title:  Branch Operations Assistant

Position Overview

The Branch Operations Assistant is responsible to assist in daily branch operations.  The Branch Operations Assistant is expected to meet the internal and external customers’ requirements for any type of information, and to do so in an effective and efficient manner.  The Branch Operations Assistant provides quotations, ordering, tracking and expediting, pricing/costing, of parts, repairs, field service, and installation jobs to external customers, service technicians and warranty work as required, and assist customers and sales.  This position reports to the Branch Supervisor.

Essential Job Functions

· Assist operations to ensure a successful workflow on a daily basis
· Gather information, prepare, and coordinate quote preparation
· Assist with the quoting, scheduling, and invoicing territory service work
· Enter quotes and orders into ERP System
· Preparation of Job Packets, including any paperwork required by service technicians
· Prioritize incoming requests and follow up as needed
· Responsible for obtaining all technical information required from vendors - parts lists, sectional drawings, manuals
· Perform order entry for drop ship orders, components for production orders and coordinate external services
· Communicate delivery and status of orders to customers
· Use of various communication tools - telephone, voicemail, computer (Selltis, P21, e-mail, internet and fax), letters/faxes
· Completion of Bill of Material (for costing and order entry purposes)
· Assist in the coordination of training inside & shop personnel
· Assist with branch accounts receivable
· Assist and/or perform shipping and receiving of all branch materials, parts, and equipment
· Assist with branch inventory control and reporting 
· Assist in maintaining office supply stocks and cleanliness of office area
· Assist with branch maintenance needs


Requirements

· Minimum 2-year degree in applicable field; or equivalent job experience
· Ability to deal with customers and co-workers in a pleasant and professional manner
· Strong organizational, communication, time management and decision making skills
· Demonstrate the ability to implement process improvements
· Must be able to show competency at working with fractions, exploded diagrams, and cross sectional drawings
· [bookmark: _GoBack]Experience with mechanical/electrical repair or machine work
· Strong computer skills with PC’s and related software, such as MS Office products
· Ability to identify and resolve problems in constructive and timely manner
· Have knowledge of project planning, production scheduling, order management, and finance

Note: This job description is not intended to be all-inclusive.  Employee may perform other related duties as required to meet the ongoing needs of JCI Industries, Inc.
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