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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 and Grounds Manager

	Job Title:
	Safety and Grounds Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Safety and Grounds Manager is responsible for improving, developing and monitoring all company safety policies and programs.  In addition, the incumbent has the responsibility for loss control and maintenance of all company property.

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. Assure that all employees work in a safe, healthy environment by conducting initial and on-going training, monitoring compliance with state and federal safety laws, conducting health testing, by leading the company Safety Committee (50%).

2. Managers property security including buildings and grounds, golf course, guest houses, and manufacturing facilities with regard to environmental issues, waste disposal, government reporting and permitting and maintenance (25%).

3. Managers the company Real Estate Committee.

4. Manages the company’s property and casualty insurance programs, obtaining competitive quotes, maintaining adequate insurance levels, maintaining Certificates of Insurance, and handling claims (15%).

5. Executes supervisory responsibilities for maintenance, building and grounds, housekeeping and janitorial personnel including direct supervision, guidance and work direction, and budgeting in accordance with company policies and guidelines.

6. Acts as Member of Benefit Committee, Emergency Plan Coordinator and as back-up for Fleet Coordinator.

7. Manages guest reservations.

8. Monitors Guest House usage and helps to satisfy guest needs.

9. Contacts vendors for safety, security, grounds and maintenance.

Supervisory Responsibilities
This position is responsible for the direct supervision of the positions Maintenance Lead person, Building and Grounds Lead person, Housekeeper, and Janitorial Lead person.
Education and/or Experience

· Requires education generally equivalent to a bachelor’s degree in a manufacturing or management discipline.

· Requires 5-7 years of related safety experience in a manufacturing setting.

· Requires excellent written and oral communication skills to effectively work with and guide the work of others.

· Requires strong mathematical skills to be able to add, subtract, multiply and divide.

· Requires a strong knowledge of Microsoft Office Suite applications.

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.  The phrases “occasionally,” “regularly,” and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time.

While performing the duties and responsibilities of this position, the employee is regularly required to walk, stand, move from place to place, use hands to finger or handle and talk or listen. The employee is regularly required to sit. Specific vision requirements for this position include close vision, distance vision, and the 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.

The employee works in a warehouse environment and is occasionally exposed to work near moving mechanical parts, work in high places, fumes or airborne particles, toxic or caustic chemicals, outdoor weather conditions and risk of electrical shock.  The noise level in the work environment is loud.

The above statement reflect the general details necessary to describe the principle functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.

	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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