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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.

[image: image1.jpg]



	[image: image1.jpg]
	Sample Job Description Continued



Machinist, Senior

	Job Title:
	Machinist, Senior
	FLSA Status:
	

	Department:
	Machine Shop
	Reports To:
	Production Supervisor

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under the supervision of the Production Supervisor, the Senior Machinist sets up, adjusts, and operates a variety of departmental machinery to include horizontal and vertical mills, lathes, presses, and grinders to manufacture machine parts requiring close tolerances.

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. Read and interpret blueprint specifications to determine procedures and operational sequence.

2. Set up, adjust and operate machine tools with limited supervision.

3. Perform complex machine set ups and critical operations, subject to review.

4. Position and secure workpiece in machine.

5. Position tools in relation to workpiece.

6. Operate various hand tools, power hand tools, and machine tools to make finish adjustments to products.

7. Use a variety of precision measuring devices to set up and adjust work and verify conformance of work to specifications.

8. Examine and feel surface of workpiece for defects.

9. Sharpen cutting tools as needed.

10. Troubleshoot operating, material and tooling problems.

11. Perform general preventive maintenance work on tools and equipment.

12. Guide assisting personnel on correct procedures.

13. Process all necessary documentation and paperwork for processes completed.

14. Follow all clean up and housekeeping procedures.

15. Comply with all quality, safety and sanitation regulations.

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

Requires one to three years of skilled trades training in machine tool operations plus one to two years related experience.

Language Skills

Ability to read and understand documents such as blueprints, operating and maintenance instructions, and procedure manuals. Ability to write standard documentation. Ability to communicate effectively with other employees of the organization.

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 apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

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 regularly required to stand and use hands to finger, handle, or touch objects, tools, or controls. The employee frequently is required to walk and talk or hear. The employee is occasionally required to sit; reach above shoulders; climb or balance; and stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 100 pounds.

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.

While performing the duties of this job, the employee regularly works near moving mechanical parts. The employee is frequently exposed to fumes or airborne particles. The employee is occasionally exposed to toxic or caustic chemicals, risk of electrical shock, and vibration. The noise level in the work environment is usually loud.

	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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