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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





Safety Training Coordinator

	Job Title:
	Safety  Training Coordinator
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Vice President, Human Resources

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Responsible for managing the safety training programs for all manufacturing locations of XYZ Company.  Develops and delivers training to plant personnel using a variety of tools and methods. Maintains training and certification records.

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. Delivers safety training in a variety of settings including classroom and on-the-spot training; includes programs such as forklift and crane certification, Safety Data Sheets (SDS), Lock-Out/Tag-Out, positioner training, etc.  Determines training audience and relevance as well as duration of class.
2. Develops, updates and implements training programs by working with project managers, engineers, tech leads and/or other Subject Matter Experts (SMEs) to determine training needs; may research alternative training options and negotiate with vendors to purchase training programs.

3. Conducts periodic safety checks in the plant to identify potential safety issues which result in updated safety training.

4. Tracks and maintains all training files and databases.  Responsible for tracking safety certifications and renewals such as hearing testing and forklift certifications; manages process for successful completion of testing and certification, including development of rosters and schedules.

5. 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

The position requires an Associate’s degree or equivalent experience and 1 – 3 years of training and safety experience preferably in a manufacturing environment.

Knowledge, Skills and Abilities: 

Effective oral and written communications are essential, as are interpersonal skills.  Excellent presentation skills are needed.  Knowledge of ergonomics, Personal Protective Equipment (PPE) safety standards, safety regulations (SDS, fall prevention, lock-out/tag-out) is preferred.  The ability to understand and apply principles of adult learning to training development and delivery is helpful.  The ability to work effectively in a team environment is required.  PC skills to include MS Office software, such as Excel, Word, Power Point and other internal management and Human Resources systems is necessary. The ability to work with frequent, established deadlines is required.   Organizational and analytical skills are required.  The ability to work effectively with diverse populations is required.  The ability to develop, plan, and implement short- and long-range goals is required.
Physical Demands

While performing the duties of this job, the employee is frequently required to sit; 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 regularly lift up to 25 pounds and occasionally lift safety and training equipment weighing 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 position is primarily an office-based position with frequent visits to the plant floor.  The employee occasionally performs work-related travel.

	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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