EXAMPLE JOB DESCRIPTION

There are no industry standard job descriptions.  This is a general guide only which needs to be put into the specific terms your business requires 

Job Description
Position:

Production and fitting of doors and windows 

Title:  


Aluminium Joinery Fabricator
Reports To: 

……………
JOB PURPOSE:

To service customer requirements by designing, machining, fabricating, installing, maintaining and repairing windows and doors in a timely manner and in accordance with company quality standards and all appropriate regulations while maintaining a safe environment.
TASKS & RESPONSIBILITIES:
Include the following (although other duties may be assigned from time to time):

· Report to the Factory Manager at the start of each shift for instructions
· Follow lawful instructions and company procedures for all tasks unless specifically directed otherwise

· Attend usual workstation and check all necessary equipment is safe and functional and report any significant maintenance required or any safety issues.

· Check details on Job Sheets.

· Proceed to complete work as per Job Sheets and in accordance with the schedule set by the Factory Manager.

· Comply with company procedures and training for:-

· cutting

· assembly

· fixing of hardware

· cutting and fitting of liners

· glazing

· clean down for delivery
· installation and maintenance of doors and windows in accord with plans, manuals and correct practice

· assessment of problems and the repair or replacement of faulty fittings in accord with plans, manuals and correct practice
· assist with moving frames around factory, with deliveries to site and the moving of frames on site.  Load and unload delivery vehicles, both inwards and outgoing
· Assist with the preparation of estimates and quotations

· Design and interpretation of plans and drawings

· Carry out stock-takes as required.
· Comply with company procedures regarding waste by-products and keep the workplace clean, tidy and free from rubbish or other obstructions.  As required, carry out cleaning and maintenance work on the employer’s premises, machinery, vehicles and equipment.

· Wear protective equipment supplied and observe the safety rules at all times and maintain general oversight of safety and good practice on all work sites where the company is employed and reporting breaches to management when observed.
· Provide accurate and on-time job records and other information to the office in line with company procedures
· Assist and cooperate with other staff members and deal professionally with clients in the course of carrying out these duties
REPORTING RELATIONSHIPS 

· Reports to the ……………

· Supervision of other staff on a particular assignment, as may be advised from time to time

OR

· The following staff report to this position:
QUALIFICATIONS/COMPETENCIES

To succeed in this job the individual must be able carry out all the above duties satisfactorily and have the following:


Key Technical Skills and Knowledge

· Good technical and problem-solving skills  

· Excellent communication, listening and record-keeping skills  

· Versatile and adaptive.  Able to work as an individual using initiative and as a team member

· Ability to work accurately and at speed under often difficult conditions

· Ability to manage customer and supplier relationships, including competitive bidding and negotiated contracts
Education and/or Experience 

· Acceptable previous industry experience and /or appropriate tertiary qualification which clearly indicates an appropriate level of experience.  

· Computer skills are also an advantage.  
· Current drivers licence.  
· Knowledge of safe working procedures and basic first aid
Language skills

· Written and spoken English with the ability to read and interpret documents, safety rules, operating and maintenance instructions and procedure manuals.  

· Ability to communicate effectively with other staff.

· Skills to prepare clear instructions (including diagrams) and job and safety reports in verbal and written form.

Mathematical skill

The individual must have sufficient skills to confidently and accurately carry out calculations related to door and window installations and business factors including estimating and job costing.

Reasoning ability

· Ability to solve practical and technical problems and immediately deal with a variety of customer requests.  

· Able to analyse issues and make recommendations on how to resolve them.

Physical demands  

The individual will be expected to have a standard of fitness to enable them to carry out all of the duties above.

PERFORMANCE MEASURES

The individual will carry out all the tasks defined above to a high standard and will exhibit all the competencies required for the role.  The achievement of these will be measured and reviewed in regular performance reviews.

In conjunction with the performance reviews, additional specific goals will be agreed for achievement within a specified time. 
COMPANY PRESENTATION STANDARDS

The individual will maintain a reasonable standard of personal hygiene and appearance appropriate both to the profile and recognised health & safety standards of the business.  This standard may be changed by the management from time to time. 

WORK ENVIRONMENT  

The work environment will be noisy with variations of heat and cold.  Electrical equipment may be operating from time to time. 
