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February 2, 2010

Position Title: Rental Counter Supervisor
Position Tasks & Activities:

· The Rental Counter Supervisor will perform and oversee the following.

· Coordinates deliveries and pickup of equipment.

· Rents equipment or arranges for provision of service to customer.

· Prepares rental forms and contracts, obtains customer signature and other information as required.

· Maintains daily contract file.

· Computes charges based on rental or service rate.

· Explains rental fees and provides information about rented items, such as operation or description.

· Collects deposit or payment or records credit charges by maintaining customer charge file daily and balancing daily sales receipts.

· Answers telephone and receives orders by phone.

· Recommends items to customers that meet their needs.

· Reserves items for requested time and maintains rental reservation file.

· Updates/calls overdue list daily and alerts supervisor of overdue contracts.

· Arranges showroom displays.  Keeps shelves organized, stocked and clean. 

· Inventories retail sales merchandise and advises supervisor of low levels of merchandise.

· Resolves customer problems.

· Report safety violations to supervisor.

· Adhere to all company policies, procedures, rules and regulations in written or verbal form.

· Comply with government safety requirements and other regulations and security in store.

· Attend department, store and safety meetings.

· Perform other duties as requested.
Nature of the Work:
 

Must have excellent computer skills. Must be able to Supervise, organize and set up procedures for the front counter staff under direction of the Branch Manager. Must be able to process cash, credit card payments and look after bank deposits and cash customer payments.
Working Conditions:  

Must stand for long periods of time. Most work will be indoors with limited exposure to outside elements.  The job requires constant interaction with the public. 

Education, Skills & Requirements: 

· Must have strong leadership qualities.

· Must be well organized.

· Must have a high level of professional and ethical conduct

· Must have experience in various computer and accounting programs.

· Must have a high school diploma or equivalent GED .
· Must maintain a professional personal appearance.

· Must possess sales and customer relation skills.
· Must be able to maintain a cooperative working relationship with co-workers.
· Must be able to use mathematics to solve problems.

· Must speak English clearly and write legibly. Ability to speak another language is a plus.

· Must pass company drug screen.

· Must maintain an acceptable attendance record.
· Must be able to work flexible hours, some weekends required.

· Must be able to perform duties at both of our locations as required.
· Must be able to provide, understand and complete instructions furnished in written, oral or scheduled form.

· Must be able to maintain a high degree of patience. 

· Criminal back ground check may be required.

Reports to: Branch Manager.
This company is committed to equal employment opportunity. We will not discriminate against employees or applicants for employment on any legally recognized basis including, but not limited to: race, colour, religion, sex, marital status, national origin, physical or mental disability and/or age.
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proudly Manitoba owned and operated

RENTING – the SMART way to get things done!


[image: image1.emf]