Sample Job Description: Warranty Service Administrator

Position Title: Warranty Service Administrator

General Purpose: Administer all aspects of processing and documenting warranty service requests and other home owner concerns and in accordance with [Builder] policies to foster a positive company image.

Duties and Responsibilities:

Sales and Marketing

●
Receive and process requests for work to care for models and show homes.

●
Answer routine procedural questions.

●
As needed, arrange time for prospects to discuss their warranty questions with the warranty manager. 

Delivery

●
Receive and file copies of orientation paperwork.

●
Receive and forward comments from home owners regarding the status of their orientation items.

Warranty

●
Create home owner warranty files. 

●
Send routine letters and reminders to home owners at appropriate times.

●
Respond to home owner contacts: phone, fax, e-mail, letter, or in-person visits to the office.

●
Input warranty items into the computer. 

●
Issue and distribute approved work orders.

●
Monitor completion of work orders and update computer records.

●
Prepare and distribute reports summarizing warranty work.

●
Create correspondence to home owners and trades. 

●
Assist in-house and trade personnel in setting up appointments for inspections and repairs.

●
Initiate follow-up calls to home owners and trades. 

●
Document after-hours emergencies and follow up to ensure completion of needed collateral work.

Supervisory Responsibilities: None 

Reports to: Warranty Manager










































