
Gosiger, Inc., one of the nation’s largest machine tool distributors, is a third-generation, family 
owned business, founded in 1922 and headquartered in Dayton, Ohio.  
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Gosiger Inc. one of the Nation’s leading Machine Tool Distributors, has a Service Coordinator job 
opportunity with our Indiana Division, located in Indianapolis, Indiana. The position performs an in-
house resource to provide customer support both externally & internally.  Scheduling and maintaining 
the data in our service business system is this position’s main focus.  

To join the Indiana Division the ideal candidate will perform the essential responsibilities and should 
meet the following qualifications:

Position Accountabilities and Responsibilities:
1) Receive all service schedule related phone calls / Service Group emails from the Call Center 

and assure that the appropriate technician is dispatched.  Communicate with the customer 
concerning the job status and our ETA.

2) Maintain the service schedule in conjunction with the Service Manager and track open jobs 
from beginning to end.

3) Coordinate with Sales Dept. and schedule all new machine installs.
4) Provide proper installation preparation information to the customers prior to the installation 

date.
5) Review all machine installation sheets prior to machine installation and makes sure Service 

Eng. is properly prepared for the job at hand. 
6) Process all the install paperwork / backups back to the manufacturer.
7) Assist with service parts orders: 

a. Work with parts division referring to part orders from technicians in the field.
b. Assure part orders are on job correctly for processing.
c. Keep in contact with both the technician and the customer regarding all ongoing parts 

related issues.
d. Maintain and track all warranty and exchange parts.
e. Work with the parts department to track in-house inventory (i.e. board kits and tools) as 

they are moved on and off the job.
8) Stay involved with any in-house installations, retrofits or turnkey projects.  Coordinate these 

tasks with other involved parties.
9) Preventative maintenance sales support

a. Scheduling  / Quoting PM visits.
b. Tracking of customers’ maintenance schedules.
c. Assist in preparing Preventative Maintenance proposals for service sales calls.

10) Make sure our supplier information is entered correctly in their business system and closed out 
as needed.  

11) Help develop and maintain a user friendly system to inventory and control all books and 
miscellaneous parts that come with new machines that are installed on Gosiger Showroom 
Floor.  Provide and file all inventory paperwork for future reference to the next location.
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We offer a competitive compensation package commensurate with experience and education, and an excellent benefit package. 

12) Review work orders from field Service Techs on a daily basis; review with Service Manager as 
needed and process (APB).

13) Manage basic administrative service duties that contribute to timely invoicing and collections. 
14) Helps maintain the accuracy of the Technicians time prior to payroll dates.
15) Works with HR/Corporate as needed for and any special customer requirements (i.e. insurance 

coverage, passports, visitor’s badges, etc.)
16) Helps with travel plans and the apprentice program as needed for the service group.
17) Help maintain the vehicle log and fleet related items.
18) Helps maintain the uniform ordering as needed.
19) Helps provide orientation training for new service techs. 
20) Works with corporate on any phone or PC related maintenance, ordering or follow up.
21) Travel to the other Gosiger Offices for meetings or training as needed.
22) Continuously reviews current processes and searches out improvement methods. Recommends 

modifications and improvements to processes and procedures.
23) Based on business need, assists, supports and/or performs other job functions within 

department or other work area’s within scope and ability.
24) Responsible for maintaining current technical, interpersonal, and communication skills through 

continuous development.  Progressive development of skills should be cultivated through 
further education, seminars, company training and other external resources such as reading 
material

Essential Requirements:
1) A general understanding of a CNC service organization’ internal workings are required.
2) Good Customer Service Skills.
3) Ability to maintain professional conduct when dealing with customers, builder representatives 

and staff.
4) Good interpersonal and written communication skills.
5) Strong computer skills including the ability to use Microsoft Word, Excel and Power Point along 

with a willingness and aptitude to learn new software programs as required.
6) Good judgment and decision-making skills.
7) Good planning and organizational skills.

As a Service Coordinator, Laptop and Cell Phones are assigned business tools.
 


