JOB DESCRIPTION

JOB TITLE:

METER READING CLERK

Reviewed: 26.10.2010

NAME: ______________________________

POSITION DESCRIPTION

Job Title:

Meter Reading Clerk

Department:

TECHNICAL

PURPOSE OF POSITION

To phone customers on a monthly basis to get Meter Readings and capturing them on the AS400. 

KEY PERFORMANCE AREAS

Phoning of Customers

Sales

Capturing on AS400

Dealer Service Revenue

DUTIES AND RESPONSIBILITIES

PHONING OF CUSTOMERS

To phone customers on a monthly basis to get correct Meter Reading

To obtain correct serial number

Ensure correctness of information

Ensure client’s machine is in a working order

Log a Meter reading problem call should the machine not be working in a satisfactory condition or if the client is not available and to follow up on service call to get new details.

SALES

Promote sales when phoning customers

Inform Service Manager of the possible sale of a machine or consumables

CAPTURING ONTO AS400

To capture readings onto AS400 on a monthly basis

Ensure readings are captured before deadline

To check dummy run and correct or make all necessary changes

To pass credit notes if the need arises and then correcting them on the AS400

Add and correct new details.

DEALER SERVICES REVENUE

Obtain monthly printout from relevant Franchises and phone for Meter Readings

Ensure meter readings are obtained before deadline

AUTHORITY

Accepting full responsibility for all duties and responsibilities

OTHER ASSIGNMENTS

To perform any assignment if and when requested to do so by the Service Manager or operations and Technical Director.

__________________________________________________________________________________

The above Job Description was read, understood and accepted by the employee.

__________________________                                         ___________________________

EMPLOYEE                                                                      DATE

__________________________                                        __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                         ___________________________

L L  ROBINSON                                                               DATE

HR  ADMINISTRATOR 
