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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00520

	Pay Grade:
	6

	Title:
	Retail Service Technician

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Retail Service Technician is responsible for diagnosing and repairing computer hardware and software in a customer service oriented retail environment.

	Purpose and Key Functions:
	· Diagnose routine and complex computer errors involving both hardware and software faults.

· Oversee the complete service transaction process including, but not limited to, the intake, diagnosis, repair, return to customer, parts ordering, parts tracking, parts return, and vendor reimbursement.

· Consult with and provide advice to customers on technical and service inquiries.

· Consult with vendor support services as required to complete a technical diagnosis.

· Prepare and review service quotes for customers and provide recommendations for action ensuring customer approval is obtained before performing service.

· Propose, create and update services, policies and procedures pertaining to technical services.

· Prepare merchandise for inventory and conduct physical inventory of merchandise and goods.

· Create and submit purchase orders with established vendors for parts required for computer repairs.

· Maintain timely, accurate and complete records of computer service.

· Move, unpack, and store products as required. 

· Ensure the physical security of customer computers during the service process.

· Promote the technical services available within the store to the University community.

· Review analyses of service performance metrics in coordination with department manager in order to improve customer satisfaction and service revenue.

· Ensure proper opening and closing of the store on a rotational basis, following established policies and procedures.

· Communicate customer feedback to buyers and the management team.

· Operate bookstore systems and the cash register as required.

	Requirements:
	2 year Community College Diploma in Computer Systems Technology, or related field.

Requires industry specific technical certifications such as Apple Certified Macintosh Technician and A+ Technical Certification.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


