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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



Maintenance Worker

	Job Title:
	Maintenance Worker
	FLSA Status:
	

	Department:
	Maintenance
	Reports To:
	Plant Supervisor

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Supervises and coordinates activities of workers engaged in maintaining and repairing physical structures of buildings and grounds by performing the following duties.

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. Directs workers engaged in painting and performing structural repairs to masonry, woodwork, and furnishings of buildings.

2. Directs workers engaged in ground maintenance activities, such as mowing lawns, trimming hedges, removing weeds, and raking and disposing of leaves and refuse.

3. Directs workers engaged in the general cleaning and up keep of buildings, including buffing, dusting, sweeping, mopping, vacuuming, and washing windows.

4. Directs workers assisting other departments as requested, including moving furniture and unloading and storing supplies.

5. Requisitions tools, equipment, and supplies.

6. Inspects completed work for conformance to blueprints, specifications, and standards.

7. Studies production schedules and estimates worker hour requirements for completion of job assignment.

8. Interprets company policies to workers and enforces safety regulations.

9. Establishes or adjusts work procedures to meet production schedules.

10. Suggests changes in working conditions and use of equipment to increase efficiency of work crew.

11. Analyzes and resolves work problems, or assists workers in solving work problems.

12. Initiates or suggests plans to motivate workers to achieve work goals.

13. Maintains time and production records.

14. Confers with other supervisors to coordinate activities of individual departments.

15. Performs activities of workers supervised.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Individuals must determine work priorities and schedule repair, maintenance, and installation of machines, tools, and equipment.  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.  

· Ability to work in a team-centered atmosphere and select and train new employees.  

· Ability to effectively coach, monitor, and discipline employees. 

· Ability to initiate, coordinate, and enforce operational and personnel policies and procedures. 

Education and/or Experience

Five years prior experience required in installation, maintenance, and the repair of machines and equipment.  Two year associate in machine maintenance and repair or equivalent experience.  

Language Skills

An individual must be able to effectively resolve maintenance problems by often discussing matters with management and quality control personnel.  Ability to use effective communication skills with all maintenance staff for the overall operation of the department. 

Reasoning Ability

Ability to apply common sense understanding to carry out instructions in written or oral 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.

An individual must be able to meet the physical demands of the job including climbing ladders, bending, stooping, and standing for long periods of time. In addition, individuals must be able to reach above shoulders and lift a minimum of 50 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.

	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.


Sample 2

Maintenance Worker

	Job Title:
	Maintenance Worker
	FLSA Status:
	

	Department:
	Maintenance
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Performs a variety of non-skilled and semi-skilled maintenance duties.  Assists carpenter and building engineers.

Essential Duties and Responsibilities

16. Maintains lighting and changes bulbs as necessary.

17. Empties trash receptacles throughout Home Office facilities.  

18. Cleans dock area, storerooms, entrances, inside door glass, building grounds, and other areas of the Home Office facilities. 

19. Sets up chairs, tables, and conference rooms for schools, meetings and other internal and external activities.

20. Clears walkways and entrances of snow and ice.

21. Assists with maintaining inventory of various Information Technology, kitchen, and restroom supplies.

22. Performs other duties as requested.

Knowledge and Skill
High School diploma or equivalent. 1 year prior job related experience. Mechanical knowledge, dexterity, computer skills, and mathematical skills.  

Physical Demands

Ability to work well alone and as a team member.  Must be able to lift and move up to 75 lbs.  Ability to work on ladders up to 20’and in confined spaces.  Requires visual and physical ability to operate lift truck. Exposed to noise levels that require participation in the Companies Hearing Conservation Program and the use of appropriate hearing protection devices.  

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.  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.

Equipment Used
Shredder, powered and hand lift trucks.  Other equipment as needed to perform responsibilities listed above.

	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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