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	Sample Job Description


This is a sample job description shared by a member and reviewed by MRA as an example based on the laws in effect at the time it was reviewed.  MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this document 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 the company's own use -- No further transmission or electronic distribution of this material is permitted. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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	Sample Job Description Continued



Mentor
SUMMARY
To better acclimate new employees to the organization. This individual is responsible for welcoming and training all new temporary and Company XYZ employees. The Mentor will serve as a positive role model, and develop and maintain relationships with employees as well as provide assistance and support for new employees. This individual will evaluate the trainee for effectiveness of training and individual growth. The trainer is responsible for communicating all training needs and results to Supervisors and Team Leaders.

Essential Duties and Responsibilities

Include the following; other duties may be assigned.

Leadership

· Serve as an energetic and enthusiastic mentor to help new employees become familiar with the organization and our Company XYZ procedures, including food safety.

· Meet and welcome new temporary and Company XYZ manufacturing employees at the employee entrance and give them a plant tour, show punching in procedures, safety supplies, lunchroom, etc.
· Remind new hires of mandatory quarterly communication and safety meetings

· Train new and temporary employees on-the-job training, refresher training, etc. Provide progress reports of new employees and temporary employees during training periods to Team Leaders and Cell Leaders.

· Assists employees with problems concerning “how to” perform specific tasks related to their positions.
· Make suggestions on improving work procedures.
· Train, mentor and support current existing employees as needed.

· Be a volunteer in a Company XYZ committee.
Inspection

· Verify customer requirements are being met.  Follow all directions on work instructions.   

· Visually inspect parts - identify defects and separate reject parts using proper containers.  

· Conduct inspections at required intervals and record on run documents, alert appropriate personnel of issues as needed.

· Use gauges, scales and visual inspection techniques to test, inspect and verify part requirements are being met where required.

Packaging   

· Package parts according to customer requirements as documented on the ___________ Procedure.  

· Verify the label is correct, label is placed properly on the container, remove or cover old labels and proper placement of parts or boxes on pallets.
Communication   

· Effectively communicate, verbally and in written form, with new employees, temporary employees, Cell Leaders, Team Leaders, Supervisors, Technicians, QA Inspectors and Material Handlers. 

Safety   

· Maintain safe and healthy work environment by following all company safety policies and practices.

· Verify safety guards are in place while operating any equipment. 

· Alert supervisor of any safety hazards in the work area. 

· Report all accidents and near misses immediately.

Housekeeping

· Maintain a clean and organized workstation. 

· Sweep, clean and wipe down machines and other tasks as assigned. 

Food Safety Management System

· All employees are required to understand and follow all Company XYZ Safety policies and procedures.  In addition, employees are responsible for reporting safety problems to a supervisor, manager or the Quality Systems Representative. 

QUALIFICATION REQUIREMENTS
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
High school diploma or equivalent is required.  Previous machine operation experience is preferred. Certification to ____________ – or a plan to achieve this certification – is required for this position.
LANGUAGE SKILLS
Ability to read, write, and comprehend simple instructions in English and the ability to record audit data or transfer simple information to their scrap sheet and/or production labels as required. 
Able to effectively communicate verbally in English and train new employees and temporary employees on work procedures and practices. Be able to openly communicate and build trust with new and temporary employees.

MATHEMATICAL SKILLS

Ability to use a calculator or paper to add, subtract and multiply whole numbers.  Ability to transfer numbers to their scrap sheet and/or production labels as required.
REASONING ABILITY
The Mentor must be able to comprehend and carry out all work instructions.  They must be able to use good judgment and handle problems in a professional manner and recommend solutions.
OTHER SKILLS and ABILITIES
The Mentor needs to be self-motivated, good communicator, friendly, have good organizational and dexterity skills to maintain production and quality requirements.
PHYSICAL DEMANDS
Requires regular standing, walking, manipulating hands, wrist and fingers to grasp tools and parts as well as reaching with hands and arms. They are required to carry up to 35 lbs. and lift this weight over shoulder height.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.
WORK ENVIRONMENT
While performing the duties of this job, employees work near moving mechanical parts.  They are occasionally exposed to fumes or airborne particles. The noise level on the Manufacturing floor is loud. Company XYZ is climate controlled.

The following personal protective equipment (PPE) is required to be worn at all times when performing in this role while on the manufacturing floor: safety glasses and hearing protection. Protective equipment is required at all times while on the manufacturing floor: including hair nets, gloves and, if applicable, beard nets.
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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