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Field Operations Coordinator – MEI Michigan  

Department: MEI Michigan 

Reports to:   Field Operations Admin Manager 

Qualifications: 

We are looking for an experienced professional with the following background: 

 Bachelors Degree and 2-years’ experience in a Customer Service/Office Administration environment 
 Ability to multi-task 
 Excellent computer skills; including excel, word, power-point, etc. 
 Microsoft Office proficient 
 Self-motivated and able to work independently; 
 Detail-oriented and well organized; 
 Great people skills & a sense of humor; 

 
Description/Responsibilities: 

 Administrative support for the Account Manager(s) by Service Contract entry, Repair Order entry in 
ERP system and other tasks as necessary. 

 Administrative support for the Mechanics by ordering parts, creating trouble call tickets and other tasks 
as necessary. 

 Participate in the daily office operation, supporting the sales process and communicating with customers, 
co-workers, vendors and shippers daily. 

 Answering and dispatching phone calls and responding professionally to customer issues. 
 Providing administrative support to the Field Operations department on projects as necessary 
 Reliable attendance, prompt, professional, and the ability to pay attention to detail. 
 A cooperative team-player with a positive can-do attitude and pleasant smile and a general sense of pride 

in what you do. 
 

Additional Information:  

 We offer a competitive salary and benefits package including health, dental and vision insurance, 
disability insurance, life insurance, 401K, vacation days and the use of an onsite fitness facility. If you would 
like an excellent job opportunity with a solid and flexible organization; please submit your resume today.  
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Please send resume, salary requirements and the MEI Application to MEI Human Resources.  

MEI- Total Elevator Solutions 
19336 607th Avenue 
Mankato, MN 56001 
 
 

MEI Application:  
Call: 507-245-3060 to receive the application 
Or  
Download the MEI Application via the Career 
Opportunities webpage 

 

 

 

 
About MEI: 
 
Founded in 1971, MEI is headquartered in Mankato, MN and employs approximately 290 employees 
throughout Minnesota, Wisconsin, Kansas City, Philadelphia, Colorado, and Detroit. MEI specializes in 
manufacturing, installation, repair, modernization and servicing of various types of elevators. Equipment 
manufactured by MEI is found in every U.S. state as well as several foreign countries. In addition, MEI installs, 
modernizes and services equipment within a seven-state area of Minnesota, Wisconsin, North Dakota, South 
Dakota, Iowa, Kansas and Missouri. We have offices and manufacturing plants are located throughout 
Minnesota, Wisconsin, Kansas, Illinois and Pennsylvania. MEI is licensed, insured and bonded elevator 
contractor and a member of the National Association of Elevator Contractors. Our equipment meets the 
requirements of the ASME A17.1 code / CSA B44. MEI is an EEO/AA Employer.  
 


