OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:
     Production Worker   


                  Approved by:   _______________






           

      

Salary Range:       Unclassified




     Date:                _______________     

Supervised By:     Production Supervisor
Supervises:
     None

Personnel Classification:
Support Staff, Level______

GENERAL DESCRIPTION

Primary work involvement will include one or a combination of the following duties according to divisional needs: handling, sawing, sewing and/or assembly of various materials for the manufacture of products; basic buildings and grounds clean-up, light janitorial and facilities maintenance; auto detailing; operation of forklift and/or truck for material movement and deliveries.
KNOWLEDGE & EXPERIENCE

Strong attention to detail and familiarity with a manufacturing environment.  General knowledge of working with various power tools and machinery.  Ability to learn, understand, and adhere to all applicable safety precautions and procedures.
SKILLS & ABILITIES

Must be able to demonstrate a proven work history exhibiting dependability, reliability, strong work ethic and a can-do attitude.  Must be self-motivated and be able to perform job duties with minimal supervision. Must be able to follow written and verbal instructions. 

OTHER QUALIFICATIONS

Must be physically able to perform manual labor for extended periods of time, which includes lifting of up to 40 pounds, sitting, bending, stooping, standing, and repetitive arm, shoulder and hand manipulation.  Valid driver’s license and/or forklift certification would be helpful and could be required dependent upon the position.  May be required to work irregular hours and overtime, depending on production needs and scheduling.

COMMENTS

Must accept and actively support the Mission and Vision of ODC and adhere to the professional Code of Ethics by; demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and, complying with policies and standards set-forth.

Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES

1. Produce quality products within set schedules.

2. Maintain good attendance record and report to assigned work station in a timely manner.
3. Serve as a positive role model and provide coaching and guidance to fellow co-workers in need of development.

4. Set-up machinery with appropriate jigs according to production schedules.

5. Operate and monitor equipment and replenish materials as needed.

6. Determine and report equipment malfunctions to appropriate supervisor and perform routine maintenance and minor repairs as assigned.
7. Operate forklift and/or delivery truck as authorized.
8. Be flexible to work various stations as assigned.
9. Perform quality checks as needed.

10. Knows and follows all safety requirements, including emergency evacuation; strives to maintain a safe work environment and reports potential hazards to supervisor.
11. Maintain cleanliness of equipment and assigned area.
12. Ability to do basic paperwork.

13. Perform other duties as assigned and as changing conditions require and new opportunities arise.
I have reviewed these job requirements and verify that I can perform all essential functions of this position.

__________________________________________
   
                 ______/______/______

Signature







                   Date
