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Arizona Business Equipment – Company Culture
· Honesty and Integrity
· Hard Working – willing to put forth the extra effort to provide exceptional customer service
· Self-Motivated, driven and a desire to perform at the top 
· Company and TEAM oriented – always wanting success for the company and fellow staff
· Customer Care – wanting the best solution for the customer and clients. 

Office Coordinator 
· ROLE
· Serve as initial contact and liaison for the service and sales departments by answering and greeting calls and taking appropriate action in response to the call.
· Office administration duties including Accounts Receivable and Accounts Payable
· Tracking and auditing inventory 
· Assist in Sales and Order Entry
· Prepare and submit service tickets.
· Track inventory levels and ordering parts and supplies. 
· Conduct physical inventory of warehouse and technical car stock.
· Support Service team with the RMA’s.
· Order and receive all supplies and parts. 
· Assist Sales department in various aspects of sales.
· Prepare customer contracts and billing. 
· Monthly reconciliation of customer accounts and contracts.
· Entering accounts payable and reconciling cash and credit accounts.
· Provide accounting and operations support to admin. 

· RESPONSIBILITY
· Prepare and submit service tickets.
· Track inventory levels and ordering parts and supplies. 
· Conduct monthly budgeting and forecasting for admin. 
· Continuously improve by systems best practices, and then acting on the information.
· Collaborate with other departments (customer relations, sales etc) to manage reputation, identify key players and coordinate actions
· Support sales team with sales collateral, customer follow and after the sale customer support. 
· Work with customers on needs, issues and updating information. 
· Setting appointments and follow up meeting. 
· Implement project management to qualify and document activities.
· Participate in monthly and quarterly objective meetings.
· Other duties as assigned. 

· EXPECTATIONS
· Goal oriented and self-motivated – works well with minimal supervision.  
· Show up to work on time / be punctual and prepared for all meetings. 
· Professional attitude and attire.
· Organized. 
· Good understanding of accounting. 
· Ability to work with new systems. 
· Artistic and Creative.
· Clean and Clear Communication (verbally and written). 
· Good working understanding of Office (Word & Excel). 
· Manage and lead business development and support sales efforts.
· Consistently deliver high quality work. 
Ideal Candidate Profile		
· SKILLS
· Accounting 
· Persuasive
· Computer Skills
· Good Time Management 
· Willingness to learn and improve 
· Well spoken (Verbal and written) 
· KNOWLEDGE
· Customer Service Oriented 
· Microsoft Office / Outlook 
· Basic Accounting understanding 
· EXPERIENCE 
· Customer Service Position 
· B2B Sales experience 
· Marketing 
· Longevity in previous employment 
· PERSONAL TRAITS 
· Neat and Professional in appearance 
· Enthusiastic 
· Willingness to get the job done and meet deadlines (long hours / weekend and afterhours) 
· Self-Confident 
· Strong Desire to serve the business and customer 
· Self-motivated 
· Doesn’t require a lot of supervision 
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