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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Service Manager I
	Job Title:
	Service Manager I
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Overall management and leadership of Company XYZ’s service business and operations activities.  Responsibilities may include service sales and effective implementation of service sales strategies to achieve revenue growth and margin goals, and maximize service delivery to achieve customer satisfaction goals.
Essential Duties and Responsibilities

1. Overall responsibility for execution of contracts – estimated cost vs. actual cost; review of contracts; supervision of service labor and subcontractors; planning and scheduling service contracts, preparation of service invoices, and collections.  In collaboration with Sales, ensure timely Contract Renewal process is in place; actively pursue new Service and System expansion opportunities with existing Service base.  Act as liaison between customer and in-house legal counsel for service contract issues.
2. Responsibilities may include growing existing service business and developing new service business in a single territory while ensuring attainment of service sales goals and profitability.  May manage, oversee and coordinate all aspects of service sales and marketing activities including, but not limited to, the following: sales planning, qualifying potential business, preparation of proposals, RFP responses and presentations, and closing service business opportunities.
3. Assists the sales team in support of their goal achievement.  Coaches, councils and trains the sales force to improve individual service selling skills. Overall responsibility for customer satisfaction on all service accounts.  Leads the team and sets expectations that drive the overall success.
4. Develops and implements Operations strategies that improve service delivery and provide additional value to customers in a cost effective manner.
5. Responsible for the effective and successful administration of jobsite services including, estimating, competitive pricing, maximize profit margin, quoting, order processing, payroll processing, Service billings and collections.
6. Manages service business financials including budgeting; improve forecasting accuracy for sales function and projects, ensures cost efficiency.  Utilizes financial systems to review actual vs estimated contract cost and to provide timely and accurate financial reports.
7. Resolves customer problems that have been escalated from the Supervisor level.  Proactively communicates with and seek feedback from service customers.  Seeks to continuously improve customer satisfaction. Seeks feedback through the Company XYZ Customer Survey process.
8. Effectively communicates goals to the service team and communicate with the wider organization as and when required, and maintains accurate and up to date sales records, and other control records necessary for processing of internal and external reports.
9. Meets with service customers on a regular basis to ensure that we are providing quality service and meeting their individual needs.
10. Managerial responsibilities including but not limited to: mentoring, coaching and developing colleagues; planning, assigning and directing work; performance management; project budget.

11. Oversees subcontractor selection process and work.
12. Performs other duties and responsibilities as requested or required.

Education and Experience Requirements

· Bachelor’s degree in Engineering or related field desirable or equivalent experience

· Minimum of five years of previous, relevant field service or related required
· Experience in one or more of the following industries preferred:  electronic, fire alarm & life safety, building automation, and/or healthcare systems
· Previous supervisory experience required

Knowledge and Skill
· Strong leadership and management skills selling and delivery of service contracts and Time and Material (T&M) service; Actively seeks ways in which to act as a role model, guide, develop and mentor others within the Service Department

· Initiative – Engages in proactive behavior and looks for service opportunities

· Broad based professional knowledge of:  security hardware, alarm and video surveillance systems, electronic security issues and safeguards

· Excellent in Microsoft Office products, including Word, Excel, PowerPoint, and Access
· Customer Focus – Maintaining awareness of and seeking to meet the needs and wants of the customer

· Excellent communication skills, both oral and written 

· Advanced financial analytical skills including cost control
· Advanced team leadership, team building and facilitation skills

· Adaptability – Responds effectively to changes in situation or information

· Analytical Thinking – Logically breaks down problems and looks for solutions

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The position is a field position.  The colleague regularly performs local work-related travel and minimal long-distance travel.  The position may require Personal Protective Equipment (PPE) use such as safety glasses, steel-toed shoes or work boots, etc.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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