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Service Order Administrator

Summary
This position is responsible to input service order activity, interpret and correct error messages, assist in investigation and resolution of discrepancies and perform inquiries in multiple systems.  Must be able to meet critical deadlines while providing excellent customer service.

General Duties

Duties may include, but are not limited to, the following: 

A. Preparing, formatting and correcting service orders based on Company processes, procedures and resources.  Ability to deal with customers via telephone calls or other paper and electronic methods. 

B. Operating a personal computer and related equipment to establish, update and retrieve data and to transmit information to other organizations utilizing multiple systems. 

C. Utilizing various applications (Excel, Word, ACCESS, etc) electronic communication (e-mail, instant messaging, etc.) 

D. Performing keyboard functions while simultaneously talking with internal and external customers. 
E. Ability to coordinate multiple tasks and able to prioritize and complete tasks with minimal supervision

F. Accurately recording and tracking individual productivity.
G. Working closely with other departments (Staff, Finance) toward the resolution of service order roadblocks. 

H. Sitting for long period of time.

I. Wears a headset.
J. May be required to perform additional duties and tasks as required by the Company.
Basic Qualifications

A. Security background investigation may be required. 

B. Ability to communicate effectively, both orally and in writing.

C. Must be available to work scheduled tours designated by the Collective Bargaining Agreement and/or the needs of the business.  Associates may be required to work evenings, nights, weekends, holidays, and overtime as the needs of the business necessitate.  Non-scheduled days will be required as needs of the business necessitate.
Training

Training generally includes six weeks of initial classroom training given within each Company's training locations. Further training, both classroom and on-the-job, is given after assignment.
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