Employment Application Form
Personal Information
· Full Name: ______________________________________
· Phone Number: ______________________________________
· Email Address: ______________________________________
· Street Address: ______________________________________
· Do you have a valid Driver's License? [ ] Yes [ ] No
· Can you drive vehicles with manual transmissions? [ ] Yes [ ] No

Position Desired
· Position: Service Writer / Service Advisor
· Desired Pay ($/hr): __________________
· Available Start Date: __________________
· Employment Type: [ ] Full-Time [ ] Part-Time [ ] Weekend / Shift Work

Professional Summary
Results-driven Service Writer with a comprehensive background in automotive technical repair, enabling accurate estimate building and clear communication. Skilled at acting as the vital link between customers and mechanics, translating complex vehicle issues into easy-to-understand service recommendations while maximizing shop efficiency.

Technical Skills & Proficiencies
Check all areas where you possess professional experience:
· [ X ] Building Estimates (Parts sourcing, labor time guides, repair order formatting)
· [ X ] Customer Communication (Service intake, repair explanations, status updates, problem resolution)
· [ X ] Mechanic Collaboration (Relaying symptom data, verifying repair requirements, workflow scheduling)
· [ X ] Technical Diagnostics Knowledge (Understanding scan tool codes, electrical, and mechanical data)
· [ X ] Service Recommendations (Explaining brake, steering, HVAC, and engine repair needs to clients)
· [ X ] Shop Operations (Invoicing, parts ordering, customer service management)

Work Experience
1. Current / Most Recent Employer
· Company Name: ______________________________________
· Job Title: Service Writer / Automotive Service Advisor
· Employment Dates: From __________________ To __________________
· Supervisor Name: __________________ Phone: __________________
· Key Duties Performed:
· Built accurate service and repair estimates utilizing industry labor guides and parts databases.
· Communicated directly with customers to explain vehicle inspection results and secure repair authorizations.
· Collaborated with technicians and mechanics to deliver clear, actionable diagnostic data.
· Managed the full repair process lifecycle from initial customer intake to final invoicing.
2. Previous Employer
· Company Name: ______________________________________
· Job Title: Service Advisor / Technician
· Employment Dates: From __________________ To __________________
· Key Duties Performed:
· Leveraged technical background in diagnostics and engine repair to build precise, trustworthy estimates.
· Provided excellent customer service, answering inquiries, and managing drop-offs/pick-ups.
· Coordinated with the parts department to ensure mechanics had necessary components on time.

Certifications & Education
· High School Diploma / GED: [ ] Yes [ ] No
· Technical School / Automotive Degree: [ ] Yes [ ] No
· School Name (if applicable): ______________________________________
· ASE Certifications held (e.g., C1 - Service Consultant): ______________________________________
· Other Certifications: ______________________________________

Additional Requirements
· Do you have experience with shop management software (e.g., Mitchell1, Shop-Ware, RO Writer)? [ ] Yes [ ] No



