
Rock On Enterprises, Inc. 
Job Description 

   
Job Title: Service Writer 
Department: Rock On Repair 
Reports To: Shop Supervisor 
FLSA Status: Non-Exempt 
 
Summary Purchases, stores, and issues spare parts for motor vehicles by performing the 
following duties. 
 
Essential Duties and Responsibilities include the following. Other duties may be 
assigned. 

 
Contacts vendors by phone, fax, or email to order parts and performs parts runs when 
needed. 
 
Enters payable invoice for parts ordered as parts are received. 
 
Compares invoices against requisitions to verify quality and quantity of merchandise 
received. 
 
Stores purchased parts in storeroom bins and issues parts to workers upon request. 
 
Keeps records of parts received and issued, and inventories parts and organizes and 
cleans storeroom periodically. 
 
Records repair time expended by mechanics. 
 
Creates work orders for repairs needing to be done to equipment. 
 
Assigns repair jobs to mechanics. 
 
Proofs work orders to ensure accuracy on parts and time. 
 
Completes work order process and gives to operations manager for approval. 
 
Make any corrections operations manager requires, finalizes invoice and files in the 
appropriate filing cabinet.   
 
Personal Cell Phone usage is limited to emergency call only or business related. Please 
notify your supervisor prior taking/making personal emergency or business-related calls.  
 
Reads shop manuals to ascertain type and specification of part. 
 
Supervisory Responsibilities                       
 
Assists in supervising employees in the shop. Carries out supervisory responsibilities in 
accordance with the organization's policies and applicable laws. Responsibilities include 
planning, assigning, and directing work; addressing complaints and resolving problems. 



 
Competencies                       
 
To perform the job successfully, an individual should demonstrate the following 
competencies: 
 
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and 
analyzes information skillfully; Develops alternative solutions; Works well in group 
problem solving situations; Uses reason even when dealing with emotional topics. 
 
Technical Skills - Pursues training and development opportunities; Strives to 
continuously build knowledge and skills. 
 
Customer Service - Manages difficult or emotional customer situations; Responds 
promptly to customer needs; Solicits customer feedback to improve service; Responds to 
requests for service and assistance. 
 
Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; 
Listens to others without interrupting; Keeps emotions under control; Remains open to 
others' ideas and tries new things. 
 
Oral Communication - Speaks clearly and persuasively in positive or negative situations; 
Listens and gets clarification; Responds well to questions; Demonstrates group 
presentation skills; Participates in meetings. 
 
Written Communication - Writes clearly and informatively; Edits work for spelling and 
grammar; Varies writing style to meet needs; Presents numerical data effectively; Able to 
read and interpret written information. 
 
Teamwork - Gives and welcomes feedback; Contributes to building a positive team spirit. 
 
Cost Consciousness - Develops and implements cost saving measures; Conserves 
organizational resources. 
 
Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; 
Works with integrity and ethically; Upholds organizational values. 
 
Organizational Support - Follows policies and procedures; Completes administrative 
tasks correctly and on time; Supports organization's goals and values. 
 
Judgement - Exhibits sound and accurate judgment; Supports and explains reasoning for 
decisions; Includes appropriate people in decision-making process; Makes timely 
decisions. 
 
Motivation - Demonstrates persistence and overcomes obstacles. 
 
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently. 
 
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; 
Treats others with respect and consideration regardless of their status or position; Accepts 
responsibility for own actions; Follows through on commitments. 



 
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and 
promote quality; Monitors own work to ensure quality. 
 
Quantity - Completes work in timely manner; Works quickly. 
 
Safety and Security - Observes safety and security procedures; Reports potentially unsafe 
conditions. 
 
Adaptability - Adapts to changes in the work environment; Manages competing demands; 
Able to deal with frequent change, delays, or unexpected events. 
 
Attendance/Punctuality - Is consistently at work and on time; Ensures work 
responsibilities are covered when absent; Arrives at meetings and appointments on time. 
 
Dependability - Follows instructions, responds to management direction; Takes 
responsibility for own actions; Keeps commitments; Commits to long hours of work 
when necessary to reach goals.; Completes tasks on time or notifies appropriate person 
with an alternate plan. 
 
Initiative - Volunteers readily; Seeks increased responsibilities; Asks for and offers help 
when needed. 
 
Qualifications To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
Education and/or Experience                       
 
One year certificate from college or technical school; or three to six months related 
experience and/or training; or equivalent combination of education and experience. 
 
 
Language Skills                       
 
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and correspondence.  
Ability to speak effectively before groups of customers or employees of organization. 
 

   Mathematical Skills                       
 
Ability to calculate figures and amounts such as discounts, interest, commissions, 
proportions, percentages, area, circumference, and volume.  Ability to apply concepts of 
basic algebra and geometry. 
 
Reasoning Ability                       
 
Ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagram form.  Ability to deal with problems involving several concrete 
variables in standardized situations. 



Computer Skills 
 
To perform this job successfully, an individual should have knowledge of QuickBooks 
Accounting software. 
 
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 regularly required to reach with 
hands and arms and talk or hear. The employee is frequently required to stand; walk and 
sit. The employee is occasionally required to climb or balance and stoop, kneel, crouch, 
or crawl. The employee must regularly lift and /or move up to 25 pounds and 
occasionally lift and/or move up to 50 pounds. 
 
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. 
 
While performing the duties of this Job, the employee is occasionally exposed to moving 
mechanical parts and fumes or airborne particles. The noise level in the work 
environment is usually moderate. 
 
 
The foregoing statement describes the general purpose and responsibilities assigned 
to this job and are not an exhaustive list of all responsibilities and duties that may 
be assigned or skill that may be required.  I certify that I can perform the above 
essential duties with or without a reasonable accommodation. 
 
 
______________________________________________________________ 
Employee Name 
 
 
_______________________________________        ______________________ 
Employee Signature             Date 


