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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



Inspection Lead

	Job Title:
	Inspection Lead
	FLSA Status:
	

	Department:
	
	Reports To:
	Lead Quality Engineer

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Responsible for quality and inspection process that meets customer requirements to produce a finished product of the highest quality and consistency within tolerances and specifications established by the customer.  Oversee inspection and quality technicians.  
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Leads quality and inspection technicians to ensure that customer and regulatory quality specifications are met; ensures workflow is efficient and trouble-shoots as necessary.

2. Works on shop issues including defective product or parts; determines whether defective product meets quality standards and whether it is useable.

3. Inspects material at every stage of production including receiving, in-process and finished goods.  May refuse incoming material if quality standards not met.

4. Implements cross-training program for quality and inspection technicians as needed.

5. Assesses inspection schedule with input from daily production meetings.

6. Orders special tools for quality and inspection staff as needed.

7. Identifies high-risk quality areas and characteristics using Failure Effects Mode Analysis (FEMA) and works with control plan designed to detect, audit, correct and monitor issues.

8. Verifies product quality physically (e.g. paint color, etc.)
9. Completes special projects and other duties as assigned.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/Or Experience

This position requires a high school diploma or GED and 3 - 5 years of experience in quality inspection required, preferably in a machining or fabrication environment.

Communication Skills

Effective oral and written communications are essential, as are interpersonal skills.  The ability to work effectively in a team environment is required.  Must have effective PC skills to include MS Office software such as Excel and Word. The ability to work under pressure and with frequent, established deadlines is required. Organizational and analytical skills are required.  The ability to work effectively with diverse populations is required.

Mathematical Skills

Knowledge of blueprint interpretation and solid mathematical skills are essential.  

Physical Demands

While performing the duties of this job, the employee is frequently required to sit/stand; talk or hear; and use hands to finger, 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, push or pull up to 50 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. 

	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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