
 

 

 
 
Job Title:  Business Development Coordinator 
Reports to:  Business Development Manager 
Department:  Service 
 
Job Purpose 
 
The Business Development Coordinator is responsible for answering all incoming service 
department phone calls in an efficient and friendly manner.  This position is responsible for 
booking service appointments, assisting management in performing various administrative 
tasks, overseeing all appointments and consulting with the management team regarding any 
discrepancies. The Business Development Coordinator also ensures customer mobility when 
appointments are booked, handles customer inquiries and if further information is required, a 
Service Consultant or member of the management team is consulted. 
 
 
Core Accountabilities 
 

 Answer all incoming telephone calls within three rings. 

 Respond to inbound/outbound emails, telephone calls and internet prospects from the 

service and parts department internet leads.  

 Timely response to customer requests. 

 Friendly attitude at the first point of contact with any potential client/customer. 

 Update records and enter customer information into data management system. 

 Create and filter customer retention list and schedule service appointments. 

 Follow up on all appointments, such as service reminders, recalls or missed 

appointments. 

 Communicate effectively and professionally with customers. 

 Notify necessary departments when an appointment is scheduled. 

 Ability to meet or exceed monthly goals. 

 Assist with other duties, as assigned by the direct manager. 

Requirements  

 High school diploma or equivalent.  

 Strong knowledge of Microsoft Office products, including Excel, MS Word, and Outlook. 

 Excellent communication skills and customer service. Including written and verbal skills 
to communicate with all Service Consultants and Management.  

 Previous experience in a customer service role. 

 Ability to maintain filing systems and database. 

 Professional appearance & friendly disposition. 

 Ability to work efficiently in a high-pressure environment. 

 Experience using dealership related software is preferred. 

  



 

 

 

Personal Attributes 
 

 Passion, motivation, focus and leadership skills. 
 Results focused approach. 
 Team player. 
 Strong communication skills both written and verbal. 
 Ability to influence, negotiate and mediate effectively. 
 Strong attention to detail. 
 Ability to maintain confidentiality and professionalism. 
 Excellent interpersonal and team building skills. 
 Strong time management and organizational skills. 
 Honest, courteous and able to demonstrate strong work ethics. 
 Driven and ability to work with minimum supervision. 

 

Working Conditions: 

 Moving throughout the service department 

 Using computer to research information 

 Bending, stretching, lifting, reaching and climbing 

 Utilizing physical and manual dexterity 

 Using equipment consistent with industry standards 
 
NOTE: 
 
This is not necessarily an exhaustive list of responsibilities, skills, duties, requirements, efforts, 
or working conditions associated with the job.  While this list is intended to be an accurate 
reflection of the current job, the dealership reserves the right to revise the functions and duties 
of the job or require that additional or different tasks be performed when circumstances change 
(i.e., emergencies, changes in personnel, work load, rush jobs, or technological developments). 
 
I have carefully read and understand the contents of this job description.  I understand the 
responsibilities, requirements and duties expected of me.  I also understand that this job 
description does not constitute a contract of employment nor alter my status as an at-will 
employee.  I have the right to terminate my employment at any time and for any reason, and the 
dealership has a similar right.   
  
 
_______________ __________________ ___________ 
Employee’s Name Employee’s Signature  Date 
 
 
_______________ __________________ ___________ 
Supervisor’s Name Supervisor’s Signature Date 
 
If there are any questions regarding the job description feel free to discuss them with your 
department manager. 
 


