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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



Fire Inspection Supervisor
	Job Title:
	Fire Inspection Supervisor
	FLSA Status:
	

	Department:
	Safety
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

This position is responsible for supervising and overseeing testing and inspecting fire alarm systems in specified buildings.  Responsible for execution of fire alarm contract scope, customer satisfaction, renewal of existing contracts and growing new contract opportunities.  Supervises and directs the work of Test & Inspect Helpers and/or Leads.  Identifies and reports problems or discrepancies.  Ensures customer satisfaction for all inspections.
Essential Duties and Responsibilities

1. Supervises process for completing fire alarm contract scope per state and national codes and standards.
2. Supervises inspectors and/or administrative staff.
3. Responds and follow up to customer requests that may have been escalated from inspectors.
4. May provide pricing to customers for repairs and or subcontracting work.
5. Works closely with subcontractors for inspections and repairs.
6. Oversees technicians who are responsible for system tests and inspections.  May discuss access issues/scheduling with building engineers as needed and reviews inspection results with responsible building personnel.
7. Works closely with Sales to maintain existing accounts and/or grow new accounts.
8. Generates and distributes inspection reports.  Reviews reports submitted by other inspectors or lead inspector.
9. Responsible for invoicing and assists with accounts receivable for fire service contracts.
10. Managerial duties include hiring, performance management, terminations, coaching and mentoring.
11. Performs other duties and responsibilities as requested or required.
Education and Experience Requirements

· Associate’s degree or equivalent experience

· Minimum of five years of relevant experience

· Supervisory experience preferred

· Experience in one or more of the following industries is helpful:  electronic/electrical, fire alarm & life safety, and/or sprinkler systems

Job Skills Requirements
· Solid supervisory skills
· Solid knowledge of local and national codes
· Exceptional customer focus and ability to work under pressure; ability to maintain awareness of, and seek to meet the needs and wants of the customer without being prompted

· Ability to read and understand blueprints and design drawings

· Strong math skills

· Excellent verbal, written and interpersonal communication skills
Certifications & Licenses
Industry and/or product-specific certifications helpful; must have or be able to obtain applicable state and/or local required industry licenses as required by state law; Must have valid driver’s license with a clean driving record. Must obtain NICET certification within two years.  Must pass extensive drug and nation-wide background testing.

Protective Clothing Required
The position may require Personal Protective Equipment (PPE) use such as safety glasses, hard hat, ear plugs, steel-toed shoes or work boots (colleague’s responsibility), as required on job site.  May require safety vest.
Physical Demands

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.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
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.

The position is a field position.  The colleague will be required to travel to and from job sites daily.  Must provide own transportation and carry some tools in own vehicle.  Off-hours work including weekends, very early starts, nights, etc.
	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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