Sample Job Description: Warranty Manager

Position Title: Warranty Manager

General Purpose: Establish and maintain staff and processes to address warranty service in accordance with legal requirements and [Builder] philosophy, foster a positive company image, and identify opportunities for improvement in company product, processes, and staff training.

Duties and Responsibilities:

Sales and Marketing

●
Orient and update sales personnel regarding warranty procedures.

●
Assist sales staff in responding to buyers’ questions about warranty procedures.

●
Monitor the content of the “Caring for Your Home” section of [Builder] Home Owner Manual to ensure that buyers receive accurate and complete information.

Delivery

●
Conduct home owner orientations in a consistent and positive manner.

●
Monitor completion of orientation items, ensuring timely response by construction. 

●
Develop and maintain a report summarizing the number, nature, and completion status of orientation items.

Warranty

●
Create procedures for processing routine, emergency, and out-of-warranty items.

●
Maintain complete warranty documentation on each home. 

●
Suggest and organize approved training sessions for warranty staff.

●
Schedule and conduct regular performance reviews with each staff person.

●
Develop and maintain reports summarizing warranty items. 

●
Identify recurring warranty items and work with construction and trades personnel to eliminate those that can reasonably be eliminated.

●
Meet with newly retained trade contractors to orient them to warranty procedures. 

●
Evaluate trade contractor warranty performance. 

●
Work with the trades to improve warranty performance as needed.

●
Control costs by efficient use of personnel, appropriate back charges to trades, feedback to construction and purchasing, and common sense application of company warranty guidelines.

	Supervisory Responsibilities:
	Warranty Technicians

	
	Warranty Administrators


Reports to: Chief Service Officer











































