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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



Material Handler

	Job Title:
	Material Handler
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Loads, unloads, and moves materials within or near plant, yard, or work site 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. Reads work order or follows oral instructions to ascertain materials or containers to be moved.

2. Opens containers.

3. Loads and unloads materials onto or from pallets, trays, racks, and shelves by hand.

4. Loads materials into vehicles and installs strapping, bracing, or padding to prevent shifting or damage in transit.

5. Conveys materials from storage or work sites to designated area.

6. Secures lifting attachments to materials and conveys load to destination or signals crane or hoisting operators to move load to destination.

7. Counts, weighs, and records number of units of materials moved or handled on daily production sheet.

8. Attaches identifying tags or labels to materials or marks information on cases, bales, or other containers.

9. Loads truck for Industrial Truck Operator.

10. Stacks or assembles materials into bundles and bands bundles together.

11. Clamps sections of portable conveyor together or places conveyor sections on blocks or boxes to facilitate movement of materials or products.

12. Removes samples of materials, labels with identifying information, and takes samples to laboratory for analysis.

13. Lifts heavy objects by hand or with power hoist, and cleans work area, machines, and equipment to assist machine operators.

14. Makes simple adjustments or repairs such as realigning belts or replacing rollers.

15. Assembles crates to contain products such as machines or vehicles.

16. Shovels loose materials such as sand, gravel, metals, plastics, or chemicals, into machine hoppers or into vehicles and containers such as wheelbarrows, scrap truck, or barrels.

17. Operates industrial truck or electric hoist to assist in loading or moving materials and products.

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.

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.

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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