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Trusted Equipment Solutions




INTERNAL MEMO

VACANCY


-
CLEANING SERVICE CO-ORDINATOR





PE
COMMENCEMENT 
-
ASAP

We are currently looking to employ a person with the following:

· Experience in Service Department

· Extensive computer knowledge

· Excel 

· Word

· Email

· Working experience on Kerridge an added advantage but not a requirement.

· Ability to work under pressure

· Good people skills.  Customer service orientated

· Ability to work with technicians

· Highly self motivated 

Basic Job Description:

1. Receiving and logging breakdown calls and assisting workshop foreman with dispatching of technicians

2. Daily follow up on breakdown register and reporting thereof 

3. Opening up jobs on Kerridge system and printing of Job cards

4. Service planning and updating of service schedule

5. Submission of overtime

6. Various reporting to service admin manager and branch manager

7. Technician fleet register / licensing / servicing / maintenance contracts
All applications (complete CV) must be submitted to Janice by no later than close of business on the 7 October 2011.

Email C.V. to jswanepoel@goscor.co.za Ref: 098
Kindest Regards

Janice
