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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Drafter / Detailer

	Job Title:
	Drafter / Detailer
	FLSA Status:
	Nonexempt

	Department:
	
	Reports To:
	Director of Product Development

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Create, maintain, and update fixture and component drawings of various complexity using customer drawings, sketches, cutbills and verbal direction.  Create detailed material take-offs and work with purchasing to order materials needed to ensure timely manufacturing of product to customer specifications.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

1. Create complex layout and detail drawings of various complexities using a variety of materials.

2. Use Inventor, AutoCad and sketches to create accurate drawings within the required timeframe.  Adjust for changing priorities per customer specifications.

3. Create CAD templates as required.

4. Create sketches from concepts and verbal communication.

5. Create and modify drawings per redline changes via ECRs and PDRs.

6. Maintain and update drawing files.

7. Obtain quotes and determine suppliers.

8. Assist Estimating Department as required.

9. Train team members to meet established standards.

10. Communicate effectively with internal and external customers verbally, through sketches and in writing.

11. Follow procedures in company handbook and other documents.

12. Follow guidelines in department manuals.

13. Demonstrate a professional attitude when approaching work assignments.

14. Display a sense of urgency towards completing assigned tasks on time.

15. Assist in developing timely solutions to problems.

16. Maintain outstanding attendance.

17. Perform other duties assigned as required.

Qualifications
Individuals must possess knowledge of materials and processes related to the company’s manufactured product.  Must be able to manage multiple priorities and complex tasks, often conflicting in nature, to reach commitment dates.  The ability to read and interpret complex specifications is required.

Education and/or Experience

Individual must possess vocational degree in drafting and/or 5 years of CAD drafting experience in related field.   Individual must have experience creating and modifying drawings from written and verbal instructions. Background needed in reading and interpreting complex drawings and redline changes, along with experience working with computers.

Communication Skills

The drafter reports directly to the Director of Product Development, and must possess effective communication skills to work closely with product development team members, project managers, manufacturing team members, team leaders and buyers.  Must communicate effectively and maintain good contact externally with vendors. 

Mathematical Skills

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent.

Reasoning Ability

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of specifications and information furnished in written, oral, diagram, or schedule form.

Physical Demands 

The position requires extended periods of computer use and keyboarding.  Prolonged sitting is involved.  Individual must have a normal range of hearing and vision to successfully accomplish the requirements of the position. The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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