
[image: image1.png]BREWER

...Serving New Mexico








      


dealer coordinator
Job Class:
Non-Exempt

Reports To:
Administration Manager
Job Summary:  The Dealer Coordinator is responsible for tracking dealer accounts, drafting accounts when due, and processing credit card receipts. 
Essential Functions and Responsibilities:  NOTE: Brewer Oil Co. unilaterally may change the requirements of this job description at any time.  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  These include, but are not limited to, the following:

· Responsible for tracking dealer accounts and reconciling with accounting system
· Bring accounting issues and discrepancies to the attention of the Administration Manager

· Coordinate collection efforts with dealers
· Draft dealer accounts when due

· Process credit card payments
· Provide accurate weekly updates on the status of dealer accounts
· Perform other duties as assigned

Required Qualifications (includes education, skills and experience):  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.

· Minimum high school graduate, or equivalent

· Minimum of 2 years accounting experience and/or training

· Computer literacy to include Word, Excel, Outlook, Internet and basic use of 10-key

· Excellence in attention to detail

· Ability to meet deadlines
· Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals

· Ability to compute rates, ratios, and percentages
Needed Attributes:

· Ability to work in a team environment
· Ability to work with a diverse group of people

· Detail oriented, self-motivated

Working Conditions and Physical Effort: 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 sit and talk or listen
· This position requires frequent manual dexterity in combination with eye/hand coordination such as keyboarding, handling of equipment, use of calculator, etc.
· The employee is occasionally required to stand and walk
· The employee must occasionally lift and/or move up to 20 pounds
· The noise level in the work environment is usually low to moderate

I have read and understand the above job description.  I verify that I meet the required qualifications and am able to perform the essential functions and responsibilities of this job description.

Full Name (printed)



Signature




Date
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