
Job Title: Service Specialist 

Work Location: 

Division/Department: Service

Reports to: Director of Aftermarket

n Full-time
o Part-time

o  Exempt
n  Nonexempt

Essential Duties and Responsibilities: 
The Service Specialist plays an important role in the success of the service department, providing timely and 
efficient communication between customers, vendors, and service team. 

Duties/Responsibilities:
 Provide accurate and timely opening and closing of repair orders. 
 Assist in opening repair orders using information provided by Service Management including 

estimated cost, serial numbers, trailer type, make and model.
 Maintain a daily job schedule board for open repair orders.
 Obtain customer signatures, and purchase order numbers, if required, or verbal authorization by 

phone on repair order prior to work starting.
 Obtain customer signature on repair order upon completion of work.
 Enter supplies or sublet labor on repair orders.
 Reconcile time posted in Excede to the mechanics timecard report. Manual post and/or correct 

mechanic’s time to repair orders when needed.
 Run repair order review for management’s approval. File final approved review in job jacket.
 Close repair orders as they are approved by Management.
 Ensure form of payment on all opened RO’s; verify form of payment is an accepted form of payment.
 Assist in contacting customers to coordinate trailer pick-up and delivery. Timely communication of 

repair status to customers.
 Answer all service calls in a timely and professional manner. Assist customers and direct their calls as 

needed.
 Assist in completing and submitting all factory warranty claims, arrange for shipment and file 

documents. Maintain accurate records to ensure 100% of claims are paid. Keep a log of all Warranty 
RO’s completed. Work with Utility staff to ensure payment of Warranties.

 Transcribe inspection forms and obtain mechanic’s signature.
 Order shop supplies as directed by the Service Management Team.
 Check tools out to mechanics. Notify the Manager at the end of each shift of any tools not turned in. 

Send “out of service” tools out for repairs.
 Be familiar with all trailer terminology and the basic function of component parts of the various types of 

trailers.
 In addition to the responsibilities listed above, the Service Specialist may be called upon to 



assist with various duties as assigned.

Physical Demands & Work Environment: 
The physical demands and work environment characteristics described are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodation will be made to enable individuals to perform the essential functions in accordance with 
applicable legal requirements. 

 Prolonged periods of sitting at a desk and working on a computer.
 Ability to lift to 15 pounds at times.

Print Employee Name:

Employee Signature:                                                                                                     Date:


