
 
 

Field Service Coordinator  
 

Kenney believes in our vision and values as strongly today as we did when we started our business over 100 years ago. 
We will continue to provide quality, fashion forward and innovative consumer products for the next 100 years. We will 
achieve this through our company values by which our employees exemplify incredible levels of dedication, integrity, 
collaboration, vision and creativity. 
 
We are looking for a Field Service Coordinator to act as liaison with our third party service provider to ensure Kenney 
Manufacturing Co. is receiving field service visits which are up to our standards.  Coordinate requirements between 
customers and internal departments. Manage all Field Service visits. This position will report directly to the Customer 
Service Manager.  
 
Responsibilities 

 Coordinate with Marketing, Customer Service and Display to review/finalize planograms and ensure correct 
fixture parts/product arrive in stores to meet conversion dates. 

 Provide conversion/service instructions for all projects to third party service provider. 

 Communicate with third party service provider on all store issues related to visits and ensure resolution. 

 Ensure that all Kenney Mfg. Co. correspondence with third party service provider is delivered in time to meet 
third party delivery schedule. 

 Ensure that all surveys and project documents are received on time and are correct. 

 Coordinate with Customer Service for any needed parts and with Salesman on any store issues. 

 Review/analyze billable service hours received from third party service provider, process third party service 
providers’ invoices and update the department 24 budget. 

 Analyze, negotiate and update contracts for new and existing outside service providers. 

 Prepare service visit re-cap reports for customers as required. 

 Assist Customer Service Department with order entry, document scanning, and incoming/outgoing mail. 
 
Competencies 

 Strong verbal and written communication skills.  Must be able to work effectively with different personalities 
and resolve customer complaints in a timely manner.  Critical thinking, prioritizing and listening skills 
appropriate to the needs of the position. 

 Strong analytical and project management skills required. 

 Comfortable working independently in an unstructured environment and flexible to perform other jobs as 
needed highly desirable. 

 
Qualifications 

 Bachelor’s Degree in Business or related field preferred. 

 Prior retail merchandising experience with a knowledge of planograms and display fixtures required. 

 Intermediate computer skills including Microsoft Outlook, Excel, PowerPoint, and Word. 

 SAP experience is a plus.   

 Bi-lingual (English/Spanish) is a plus. 
 
Location 

 Warwick, RI 
 
APPLY TO HR@KENNEY.COM 


