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Job Posting:
Operations Manager – Instrument Rentals
Position and Commitment Expected

The Rental Operations Manager directs the flow of our 8,000+ instrument rental fleet and the purchasing, forecasting, and inventory control required to maintain and grow this vital business. This also includes coordinating sales efforts with outside representatives, leading collection efforts, direct contact with School and Rental customers, and planning each detail of rental events. 

It is expected that the Rental Operations Manager will work closely with the Education Sales Staff in all matters. Matters of an urgent nature may on occasion require working evening and weekend hours.  This is especially true during busy periods such as back to school/rental seasons, and work with high priority projects.  Travel time (driving in local area) could be up to 50% during back to school/rental seasons and approximately 25% during the rest of the year. Back to school/rental season (August, September and October) will require some evening and possible weekend hours.

Schedule

8:30-5:00 Monday - Friday to start; 40 hours weekly including evening and weekend hours during back to school/rental seasons.  Schedule may change as needs of department change.
Essential Duties and Responsibilities include the following;

· Rental Event management / coordination 

· Planning and coordinating approximately 30 events in south east   Michigan

· Leading and coordinating the rentals function throughout the Company

· Outbound Sales and Customer Service calls as assigned

· Answering calls: Qualify customer/opportunity/objective for each call
· Outbound calls on past due account
· Checking voicemail and returning calls

· Providing  quality customer service efficiently and effectively

· Participation in Sandler Sales Training and usage of Sandler Sales System

· Entering POs, providing quotes for school customers
· Data Entry of customer information into Ecometry and Maestro systems

· Maintaining integrity of rental inventory 

· Weekly service to assigned accounts (pickup and delivery of rental and school orders and repairs) 
· Rental night follow up with deliveries to schools

· Application of rental purchase credit to customer’s orders

· Helping showroom rental customers when needed

· Occasional coverage at Shar Farmington location
· Travel to trade shows

· Other duties may be assigned by the Manager as necessary.

Qualifications:

· 5 years working experience with a minimum of a 4 year bachelor’s degree

· Highly organized

· Project management and communication skills

· Must enjoy meeting people and getting out of the office

· Holds a valid drivers’ license

· Excellent computer skills with working knowledge of Microsoft Office Excel

· Excellent interpersonal and communication skills

· Sales experience a big plus
· Music background, especially strings, a big plus

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee can sometimes be required to sit, and to speak and listen over the phone, for approximately 80% of their shift.  Driving to visit assigned accounts up to 25% of time during the year and up to 50% during back to school/rental seasons including some driving at night.  Specific vision abilities required by this job include close vision (extensive computer work).  When packing for rental events, the employee will be required to lift heavy objects, up to 50 lbs.

If interested in this position, send your resume and a cover letter to Erin Salhaney at erins@sharmusic.com or mail to 2465 S. Industrial, Ann Arbor, MI 48104 by May 31st.
