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Classification Specification
	

	
	2442100

	
	WARRANTY ADMINISTRATOR



Class Summary

The responsibilities of this classification include supervising and coordinating the functions and activities of the warranty staff. Responsibilities also include directing the division in warranty processing to ensure warranty claims are processed in a timely and accurate manner, payments are received and auditing requirements are met. 
Distinguishing Characteristics

This is a single-level classification and is distinguished from other classifications because of the scope and type of supervisory duties performed in the area of warranty processing.  
Examples of Duties (May vary by position)

1. Plan and assign work to subordinates; advise subordinates of changes in warranty processing and procedures. Provide staff training.  
2. Research and negotiate warranty failure information to ensure warranty submissions and settlements are reached with contractor management and field representatives.

3. Monitor failure activities and determine the presence of contract-specific defects. Organize documentation to be presented to the prime contractor with a request for a redesign or modification to correct the defect. Ensure that retrofits are provided per contract specification and make sure that extended warranties are provided for retrofit activities.

4. Evaluate warranty activities and prepare budget projections for warranty collections, project costs and retrofit project recoveries. 
5. Maintain open issues information and negotiate with contractor and upper management to reach final conclusion/closures to failure issues. 
6. Serve on procurement team ensuring that warranties are clarified for contractors. Review and evaluate proposals; design review activities and prototypes to use in the evaluation of all purchases.

7. Write contract-specification warranty language for legal department evaluation and inclusion in specifications.

8. Instruct division personnel on warranty collection procedures.

9. Perform other duties as assigned.  
Knowledge/Skills (May vary by position)

Knowledge of supervisory and management techniques
Knowledge of general accounting and bookkeeping
Knowledge of warranty administration
Knowledge of parts catalogs and price listings
Knowledge of basic office procedures
General knowledge of maintenance procedures for heavy-duty fleet repairs
Skill in oral and written communications
Basic skill in organizational 
Basic skill in planning 
Skill in mathematics 
Skill in using personal computers and word processing and spreadsheet software
Licensing/Certification Requirements

Washington State Driver’s License
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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