Team Coordinator (TC) Job Profile: 

1. The TC shall maintain work habits that are in accordance with the WWCC employee policy as outline in the WWCC Employee Handbook.

2. The TC shall dress in an appropriate and professional manner as outlined by WWCC policies.

3. The TC should have excellent organizational and communicational skills.

4. The TC should be very outgoing, friendly, and helpful.

5. The TC should have the ability to adapt to daily changing circumstances

6. The TC should maintain their working area in an organized and clean condition.

7. The TC should advise the owner of any potentially hazardous conditions or damaged tools or equipment and take the appropriate action to correct any potentially hazardous conditions. 

8. The TC should continuously strive to improve efficiency in the facility and the overall operation of WWCC and be willing to participate in shop meetings and training programs which are sponsored by WWCC.

9. The TC should maintain a good work attitude and cooperate with fellow WWCC Employees.

10. The TC must have strong auditing skills.

11. The TC should be capable of delegating duties and supervising their completion.
12. The TC should be capable of managing and overseeing people.
13. The TC should be capable of training and indoctrinating new Administrative employees.
14. The TC should be proficient in the use of all WWCC management and estimating systems. 
15. The TC must be very thorough in their documentation processes.

16. The TC will supervise and ensure adherence to all of the WWCC SOP’s. 

17. The TC should have strong communication and negotiation skills. 

18. The TC must be proficient in damage analysis. 

Team Coordinator Job Description:

1. The TC will review the estimate and audit for accuracy prior to dispatching the RO to the technician. 

2. The TC will ensure that estimate items have been properly mapped according to the WWCC Mapping Procedures.

3. The TC is responsible for supervising and ensuring that all Pre-Ordered parts are verified for correctness and that they are non-damaged. 

4. The TC will supervise and ensure adherence to the WWCC Disassembly SOP’s. 

5. The TC is responsible for ensuring 100 % tear down – disassembly.

6. The TC is responsible for conducting Quality Control inspections thru out the repair process.

7. The TC will provide the technicians with parts request forms as needed.

8. The TC will ensure that all supplements are written and that the carriers are notified in an appropriate time frame. 

9. The TC will ensure that all broken and non broken parts are verified as such.

10. The TC will visually and physically check all parts both damaged and non-damaged.

11. The TC is responsible for inquiring with the technicians and asking questions that are thought provoking…do you need clips for this, or for that?, etc.

12. The TC should ensure that all damaged parts are marked with the appropriate marker.

13. The TC is responsible for ensuring that the technicians have labeled all wires, hoses, etc. properly. NO EXCEPTIONS!!

14. The TC is to ensure that the windshield is mapped out properly. 

15. The TC is to visually inspect the left front door glass for any owner’s request items, and ensure that they are addressed. 

16. The TC is to perform call logs according to the WWCC Call Log SOP’s. 

17. The TC is responsible for maintaining proper paperwork for supplements, and ensuring that the CR enters all revised estimates into the computer properly. 

18. The TC is to inform the customer when necessary and obtain authorization for any out of pocket expenses via working with CR.

19. The TC is responsible for taking digital pictures as needed during the repair process.

20. The TC is responsible for following the vehicle through the repair process, until completed. 

21. The TC is responsible for ensuring that the information is entered into the ticket properly and no parts duplicates, etc. before giving ticket to CR to bill out, once completed. 

22. The TC is to ensure that the Quality Control inspection has been completed on the vehicle before the customer is called to come and pick up their vehicle. All forms, including QC and Technician QC cards, are to be filled out properly and in customer’s folder. 

23. The TC should be familiar with insurance company policies and procedures. 

24. The TC should be familiar with WWCC management and estimating systems.

25. The TC should update Date Dues, Technicians List, etc. as needed throughout the course of the day, and in the evenings before close.
26.  The TC must be competent and proficient in vehicle damage analysis.
27. The TC MUSTS utilize when writing a damage anyalysis the same estimating system as the assigned insurance carrier to that claim. 

