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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



Welding Trainer

	Job Title:
	Welding Trainer

	FLSA Status:
	

	Department:
	
	Reports To:
	Sr. Welding Engineer


	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Welding Trainer facilitates continuous improvement by executing a welding training and certification program.  The position serves as a coach and mentor to new and existing welders, fostering a learning organization and continuous improvement mindset.  The Welding Trainer works to empower employees and take ownership of quality and workmanship. 

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. Operates welder training program under direction of Senior Welding Engineer including testing and certifying qualified welders.  May require retooling the program including upgrading training on shop floor in order to meet varying customer requirements.
2. Establishes measurements and benchmarking to allow measurable improvement in training.  Modifies curriculum in both classroom and hands on training to improve measurements.  Reviews measurements and continuously improves welder-training program.
3. Creates and establishes procedure and schedule for follow up review and training for program graduates as needed.
4. Works with Senior Welding Engineer to establish plans to upgrade training facilities.
5. Partners with local training institutes and organizations to refine their training to improve graduate skill levels to better meet XYZ Company's needs.  May serve on advisory committee(s) for local technical institutes.

6. Performs qualification testing of welders.  Assists in development and maintenance of weld procedures for joining operations.  Coordinates workmanship welding tests for new and reassigned welders.

7. Assists in review of new projects to keep abreast of what training changes are necessary to keep current.  May require travel to customer facilities for “train the trainer” sessions.

8. As time permits, aids in performing inspections/audits/documentation of process/product and procedures to ensure customer requirements are met.

9. Communicates with other departments (e.g. sales, engineering, tooling, maintenance, etc.) as necessary.
10. 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

This position requires a high school diploma or GED and welding degree.  Five to eight years of experience in welded steel fabrication, blueprint reading and weld symbol interpretation is required; two to five years of experience in a welding training program preferred.

Knowledge, Skills and Abilities: 

Excellent oral and written communication skills and ability to work well in a teaching environment are essential.  Effective presentation and interpersonal skills are required.  Knowledge in development, refinement and implementation of both classroom and hands on welding training program required.  Proven ability in training and certification of welders to meet industry needs is essential. Ability to use and train use of oxy/fuel-cutting and hand held plasma-cutting systems.  Ability to troubleshoot weld process problems is required.  The ability to work effectively in a team environment is required.  Experience running welding machines, saw, and grinder is preferred.  PC skills to include MS Office software, such as Excel and Word 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.  
Physical Demands

While performing the duties of this job, the employee is frequently required to sit/stand; 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, occasionally lift 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 office-based position with time on the plant floor.
	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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