JOB DESCRIPTION


FULL NAMES:




POSITION DESCRIPTION


Job Title:

:

SENIOR FIELD SERVICE ENGINEER
Department:

: 

TZANEEN - TECHNICAL


Date Reviewed:
: 

KCS  28 September 2012



PURPOSE OF POSITION



To install and service office automation equipment in the field and workshop

KEY PERFORMANCE AREAS
 


Maintain and repair all equipment in all areas.

Assist in workshop.

Spare Part Usage

Service Administration

Loan Machines

Other

DUTIES AND RESPONSIBILITIES 

MAINTAIN AND REPAIR EQUIPMENT IN ALL AREAS

To ensure that down time is kept to a minimum.

To ensure customer satisfaction with work done.

Get supervisor assistance as soon as and when necessary

ASSIST IN WORKSHOP

Assist in workshop as required

SPARE PART USAGE

Ensuring maximum life of parts before replacing as per Preventive Maintenance Schedule

SERVICE ADMINSTRATION

Ensuring that calls and spares are logged off with the service controllers on the same day, if possible.

Notify Service Controllers at all times of your where abouts and to phone Service Controller before leaving the area.

To be responsible for the logging off parts on call slips in order to balance with Boot Stock.

Ensuring that calls and Spares are logged off correctly when using the MASC system & that clients sign on the Android device being used for MASC.
To be responsible for the logging off of parts on the MASC system, in order to balance with the boot stock. 

Ensuring that calls and spares are logged off,  with the service controllers as soon as possible.

Notify Service Controllers at all times of your where abouts and to phone Service Controller before leaving the area.

To be responsible for the logging off parts on call slips in order to balance with Boot Stock.

LOAN MACHINES

Responsible for filling in necessary documentation for loan machines

Responsible for notifying  Service Administration Supervisor when machine back from the client

OTHER
To attend training courses when required

Vehicle must be roadworthy

Vehicle must be fully comprehensively insured for business purposes

Maintain adequate tools to perform duties

Adhere to Nashua disciplinary Code of conduct

To attend Service meetings when required

Odometer in Vehicle to be working at all times

To fill vehicles with petrol on Fridays and Mondays


AUTHORITY

Accepting full responsibility for all duties in key performance areas



OTHER ASSIGNMENTS


To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

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

__________________________                                         ___________________________

EMPLOYEE                                                                      DATE

__________________________                                        __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                         ___________________________

L L  ROBINSON                                                               DATE

HR  ADMINISTRATOR 
