


JOB DESCRIPTION

JOB TITLE: Rental Coordinator		
DEPARTMENT: Sales				
REPORTS TO: Branch Manager

SUMMARY: Supports the overall rental effort with a focus on incoming calls, rental contract generation and rental equipment maintenance.


DUTIES AND RESPONSIBILITIES:
· Monitors rental equipment to maximize utilization and profitability.
· Gathers information and answers questions regarding equipment availability and specifications, clarifying customers’ needs.
· Maintains utilization spreadsheets to report accurate equipment availability.
· Communicates with mechanics daily with regard to equipment availability and repair status.
· Generates repair orders and communicates with customers on repair bills.
· Produces purchase orders for repairs, parts, freight, and re-rentals.
· Coordinates and tracks rental drivers for deliveries and pickups of equipment, while maintaining an accurate rental log.
· Creates rental contracts and agreements, and freight and re-rental purchase orders.
· Obtains signatures on all rental agreements and certificates of insurance.
· Arranges service maintenance for rental equipment.
· Follows established procedures for billing of all equipment rentals, including final and monthly billings; tracks start and stop dates.
· Conveys all potential lost rentals to manager.
· Posts maintenance reports to rental equipment.
· Tracks equipment conditions via photographs, along with equipment hours.
· Performs other related duties as assigned by management.

QUALIFICATIONS: 
· Previous experience in a sales or customer service environment.
· Bachelor’s degree preferred.
· Ability to build rapport with the internal sales staff and external customers.
· Professional phone demeanor; with strong written and oral communication, and  
     organizational skills.
· Familiarity with basic computer and Microsoft Suite skills required.
· Familiarity with Sage preferred.
· Ability to manage priorities/workflow and multi-task.






