Job Description

JOB TITLE 

WORK TEAM LEADER


DIVISION/

XXXXXXXXXXXXXX
  ____ YES   __X__  NO 
DEPARTMENT:  
XXXXXXXXXXX
LOCATION

_____    PART-TIME   ____ HOURS
DATE WRITTEN:   09/01/2014



__X___   FULLTIME



            UPDATED:   09/01/2014




__X__   NON-EXEMPT 




_____    EXEMPT

SUPERVISORS NAME / TITLE:    ___________________________________________
A position description is written to describe work currently organized and performed by a fully

qualified employee ( one who possess knowledge, skills, and experience required by the position.)

What is the overall purpose and objective of this position?  
___________________________________________________________________________________________________________________________________________________________________________________
Essential Duties:

List in the order of importance the major responsibilities of the job and estimate the percentage of time spent

on each responsibility.

1. 
   30 %

2. 
   20 %

3. 
   15 %

4. 
   10 %


5. 
     5 %

6. 
     5 %
7. 
     5 %

8. 
     5 %
9. Handle other tasks as assigned and react to change productively
     5 %



Total 
 100%
Description:
How would you describe this position to someone who has never done it?`

__________________________________________________________________________________________________________________________________________________________________________________
Is this position closely, moderately, or minimally supervised? Please explain.

_________________________________________________________________________________________
Does this position have any supervisory responsibility? (i.e., responsibility for hiring, termination, performance appraisals, etc.)?  __ Yes   ___ No  If yes, list the number and title for the positions that directly or indirectly report to this position (i.e. three secretaries, four programmers, etc.):     
Does this position have access to confidential information?   ______ Yes   ______ No  If yes, please explain:    


Does this position have access to or handle company funds?   ____ Yes   ___ No   If yes, please 

Explain:


Minimum Requirements:

It is important to this position that the incumbent be able to communicate fluently in English?  

______  Yes  ______ No   If yes, please explain__________________________________________________ __________________________________________________________________________________________________________________________________________________________________________________

What kind of work experience (including length of time), training, and/or level of education is necessary for this position?    

________________________________________________________________________________________
List any kind of technical skills (typing, specific computer skills, etc.):  ____________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
What other special training and/or abilities are necessary to qualify for this position?  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Check any of the following factors that are important to the successful performance in this position:

Problem Solving



Bilingual



Analytical Ability



Interpersonal Skills



Communication Skills 



Dexterity



Describe the requirements of this position that make these factors important: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
WORKING CONDITIONS

Are there particular working conditions associated with this position that should be noted (i.e. working environment, hours of work, travel, workspace, etc.) ?   ____ Yes  ____  No  If yes, please explain:     
    



Analysis Of Physical Demands of Position

Check physical demands that apply.
Describe job responsibilities that require


Physical demands checked

1.  Strength/ Endurance 

a.  Standing
X
5
% of time   
  




Walking
X
25
% of time
  Around office, grounds and manufacturing facilities




 Sitting
X
70
% of time
  Around office, grounds and manufacturing facilities



b.  Lifting
X
20
lbs   
  File Boxes Paper




Carrying
X
20
lbs
  File Boxes Paper




Pushing
X
0
lbs
  




Pulling
X
0
lbs
  


2.  Climbing
X


  Stairs


Balancing
X


  Walking


3.  Stooping
X


  Filing


Kneeling
X


  Filing (occasional)


Crouching
X


  Filing

Crawling
X


  Filing (occasional)

4. Reaching
X


  Various tasks

Handling
X


  Various tasks



5. Speaking
 X


  Phone and Interpersonal Communication

Hearing
 X


  Phone and Interpersonal Communication


6. Seeing



X


  Reading and viewing computer monitor

Depth Perception
X


  Various Tasks

Color Vision



  

For Staffing Use Only

Review Date: ____/____/____

Approved by:  _________________________   ________________________  ________________________


Supervisor
Ops.Manager


Dir. of Human Resources


