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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



Shift Leader

	Job Title:
	Shift Leader
	FLSA Status:
	

	Department:
	Operations
	Reports To:
	Operations Leader

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Shift Leader works with and coordinates the activities of the cells on his/ her shift to realize production targets. This includes assisting with all material supply and any other operational areas as needed.

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. Supports World Class manufacturing practices, such as, kaizen, kanban, VSM, etc. and contributes to and ensures implementation of continuous improvement activities generated through these practices. 

2. Proven success in maintaining and fostering effective working relationship/communication with key support functions to improve operations and ensure effective support of the manufacturing process.

3. Participate in development of production plans and follow up to ensure that schedules are met.

4. Assembles components into a complete hydraulic assembly, including testing. 

5. Assure compliance with quality standards throughout all production operations.

6. Read technical drawings, reports and work instructions.

7. Train, coordinate, motivate and develop production and material supply employees.

8. Assure compliance with quality standards. Measure components and assemblies as needed 

9. Perform basic equipment and assembly failure analysis and act accordingly

10. Fills in and reports on production performance and drives continuous improvement with this data 

11. Consults with quality assurance regarding accept or reject decisions on components and final assemblies.

12. Maintain a safe and clean work environment.  Instruct and monitor production employees’ work practices and conformance with procedures.

13. Receiving, warehousing and material supply functions as required

14. Contributes to and ensures implementation of continuous improvement and cost down activities.

Qualifications
·  A minimum of 3 years experience in executing programs supporting improved procedures, processes and equipment to improve quality and maintain costs while increasing manufacturing output in the assembly area.
· Basic reading, writing, math, technical (hydraulic) drawing reading skills.

· Must be able to understand quality standards and gauging.

· Computer proficient 

Education and/or Experience

High school diploma or equivalent required, Associates degree preferred 

Physical Demands

· Ability to lift 1-39 pounds intermittently and occasional moving of 50-70 pounds at table height.

· Ability to stand 100% of work day; occasionally bend 90(, and occasionally twist 45(.

· Drive a forklift or follow training to obtain forklift license. 

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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