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The future is what you make it.
 
When you join Honeywell, you become a member of our global team of thinkers, innovators, dreamers and doers who make the things that make the future. 
 
That means changing the way we fly, fueling jets in an eco-friendly way, keeping buildings smart and safe and even making it possible to breathe on Mars.
 
Working at Honeywell isn’t just about developing cool things. That’s why all of our employees enjoy access to dynamic career opportunities across different fields and industries. 
 
Are you ready to help us make the future?
 
We are looking for a Services Administrator to coordinate service and support activities which will include management of service and client contracts, RFP responses, and assist with the technical writing of Grants. For this role, you will work with customer facing teams including but not limited to Project Managers, Technical Support Contacts and Training Leaders so good communication and collaboration skills are essential. Ultimately, you will be a secondary support for other customer facing activities included but not limited to service contract administration, RMA administration and status of orders. 
 
Job Responsibilities:
· Fill in as the main point-of-contact for all SAP activities related to service and client contracts.
· Act as the point of contact for all customers for Services and Customer Contracts
· Back-up for contracts representative to help work with customers on customer issues 
· Act as the liaison for customers for RMA paperwork in conjunction with the Technical Support Team 
· Be a backup resource to enter orders for the primary order entry individual. 
· Prepare and provide documentation to internal teams and key stakeholders
· Measure and report on projects, tracking payment and non-payment for Service Contracts. 
· Assist with RFP and Grants writing effort for customer proposals
YOU MUST HAVE
· A minimum of 3 years of experience in an administrative field managing multiple priorities
· A minimum of 3 years of work experience drafting and managing contracts
WE VALUE
· Customer facing experience
· A background in Business Law
· Superior communication, organizational and time management skills
· Knowledge of SAP or experience with similar ERP systems
· Solid self-motivation and time-management skills with a willingness to take on new tasks
· Able to work well with others in a Team environment
· Degree in Business Administration or Legal Studies or related experience
· Experience in the fire service / public safety (either career or volunteer) 
· Problem solving
· Presentation skills
· Verbal communication
· Technical writing
Additional Information
· JOB ID: HRD177588
· Category: Legal
· Location: 1835 E. 6th St. #27,Tempe,Arizona,85281,United States
· Nonexempt
· 

