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Rules and Responsibilities

Owner – Monitor accounts, expenses, losses, gains and goals.
Manager – Manage and supervise the operation of the customer service, inventory, and workshop departments. Authorize purchases of consumables.
Costumer Service – Organizing arrival queues, receive feedback on service provided and supervising reception.
	Reception – Receiving customers, answering the phone, issuing invoices, receiving payments, organizing the arrival queue for services and providing information to the customer in general.
Warehouse Supervisor – Organizing the stock of parts, reporting outputs, losses, and receipts. Carrying out inventories and reports for parts replacement.
	Warehouse Operative – Organizing parts inventory, sorting parts, and delivering parts to the workshop as requested. Assisting with inventories.
Head Mechanic – Organizing the distribution of work to carried out, supervising and assisting the workshop with technicians, providing specialized support.
	Technicians – Perform the requested services according to technical specifications and keep the workshop organized and clean.
image1.jpg
COMPANY ORGANIZATION

OWNER

MANAGER

Roberto Roberto
Costumer Servvice Warehouse SUpervisor Manager Workshop

Reception
Warehouse operative

Vacant .

Vacant

Vacant .




