
SEF step: Arrival Preparation 
What should be the outcome of the solution: Efficient execution of staff duties 
KPIs: Q10c. Service Advisor recommendation, Q3d. Making you feel welcome & valued, FiRFT 
What do you need (tools): RASIC tool, Job descriptions. 
Who leads it: Service Manager 
Who is the target audience: Receptionist, Service Advisors. 
How to: 
Step 1: Use the RASIC tool to allocate tasks to the service staff using the content of the Job Descriptions.  
Step 2: Make sure that there is a process for updating the RASIC as and when needed. 
Step 3: Inform and make service staff aware of the RASIC and their duties (use Appraisal meetings to re-enforce). 
 



 


