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Company:
Planet Hyundai/Genesis of Golden
Job Title: 
Parts Driver / Shipper Receiver 
Reports to: 
Hyundai Parts Manager

Salary Range:    $13.50 per hour, to start
Job Type: 
(fulltime) (non-exempt)

PURPOSE:

The Parts Delivery Driver delivers and picks up parts, equipment and goods for the dealership. 

ESSENTIAL DUTIES: 

· Deliver parts and equipment accurately and efficiently to customers, other Dealerships and vendors
· Pick up parts and equipment accurately and efficiently from customers, other Dealerships, and vendors, to be coordinated with the Parts Manager and Parts Counter people before leaving
· Complete a log at the time of delivery and request recipient’s signature
· Unload truck each night. Turn in all paperwork and undelivered parts
· Help maintain the professional appearance of the parts department
· Monitor cell phone at all times, and respond promptly to calls

· Be responsible for the basic upkeep of the truck; check oil with each fill-up, check tire wear and ensure that the truck is lubricated the first week of each month
· Have the ability to lift at least 50 pounds

· Lend assistance to the Service Departments, during slow times, to deliver and pick up customers in a prompt and polite manner
· Must follow Company safety policies and practices, and immediately report any and all accidents to the General Manger, Parts Manager, Service Manager, Shop Manager or Human Resources Manager
·  Have a professional working relationship with the Parts and Service Director, Service Manager, Shop Managers, Parts Managers, Parts Sales personnel and Service Advisors to ensure efficiency and accuracy in all aspects of Company and Customers.
· Must be insurable by Company insurance carrier
· Be responsible, during slow times, to pick, pull and stage orders for future delivery
· Assist Parts Counter people, if needed, by pulling parts from their assigned bins

· Assist the Parts department with the daily parts stock, and putting stock away in correct bins 

· Assist the Parts department with general housekeeping, including trash hauling.

· Be responsible for checking part numbers and parts quantities to invoice while loading and delivering parts.
· Be Responsible before and during deliveries for checking invoice payment type (COD, C.C. A/R or Checks) 
· Be Responsible for receiving/scanning in “Stock Orders” and “E-orders” daily and separating Special orders from Stock Parts to their assign bins

· Assist Parts Manager with inventory bin/cycle counts

· Assist Parts Manager with Scrap Reports, Scrap Bins, and Core Bins

· Assist loading and unloading with outside vendors’ deliveries (FedEx, UPS, YRC, Etc.)
· Assist with restocking of retail goods for Front Counter Retails items (retail accessories, snacks, drink etc.)
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· Assist counter personnel with Special Order Parts (SPOs) by notifying customers of SPO arrivals via My Kaarma Text and Phone calls
· Assist Technicians with moving in and out subassemblies such as Engines, Transmissions, Differentials, Batteries, Etc.

· Assist Used Vehicle Department with vehicle pick up and drop offs at other dealers and body shops.

· Lend assistance to all departments by picking up stock of customer complimentary products and supplies such as water, snacks, paper towels, toilet paper, etc.
· Assist all departments in getting supplies from office
QUALIFICATIONS: 
· High School Diploma or the equivalent
· Valid driver’s license and a good driving record as per the Company’s current insurance carriers’ guidelines
· Ability to read and comprehend instructions and information.
· Ability to use computer and calculator.
· Will be trained on parts department’s computer inventory system
· Ability to communicate well orally and in writing with customers, vendors and other contacts
TRAINING REQUIREMENTS:

· Must complete all Manufacturers’ required courses

· Must attend all Company required courses

· Must Complete All KPA Safety and Hazmat training

Acknowledgement of receipt: ___________________________________                 ______________________________

                                                  Printed Name                                                                      Signature 

Date _________________

