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POSITION DESCRIPTION 

Position Title: Production Technician 
Department: Monticello 

Location: Monticello 
FLSA Classification: Non-Exempt 

Job Status: Full-Time 
Written by: Peg Parsons 

Supervisor’s Approval: Production Managers 
HR Approval: Peg Parsons 

Revised by: Peg Parsons 
Date: 4/13/2017 

 

POSITION SUMMARY  

Works in cooperation with all departments, operating equipment and producing quality products. 
 

ESSENTIAL FUNCTIONS (Primary accountability for specific functions and results) 

1. Serves as a positive role model consistent with Polo’s corporate culture at all times. 
2. Production Support/ Trainers are available to review any questions on Job Instructions and give 

direction on operations prior to the start up on jobs.  
3. Rotates throughout the department/team as necessary to achieve objective.  
4. Inspects visually for defects according to Quality Systems manual and floor inspection 

procedure and notifies production support if problems occur. 
5. Produces a quality product on time. 
6. Packs specific items in designated cartons according to QA manual.  Follows packing instructions 

as defined on masters and keeps accurate counts. 
7. Prepares and tags all production parts in process. 
8. Records accurate counts and rejects of daily production into the ShopTrak system. 
9. Moves from one team to the next as business needs require without notice. 
10. Installs raw materials with solvents and/or miscellaneous hardware manually. 
11. Confronts and resolves conflicts with the team interactively. 
12. Provides cost savings ideas and suggestions to eliminate waste.  
13. Works with department and Production Support to prepare Product Alerts. 
14. Uses shop aids for random inspection. 
15. Monitors daily team schedules to meet established customer delivery requirements. 
16. Provides positive attitude for team involvement. Must be a strong team player and interact well 

with others. 
 

ADDITIONAL RESPONSIBILITIES (Not essential & could be performed by others, if necessary) 

1. Other duties as assigned.   
2. Work/train in other areas/departments as business dictates. 
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3. Ability to flex schedule when required. 
. 

 

DIMENSIONS OF AUTHORITY 

Positions that report to this position: N/A 

Limits of authority to change 
subordinates’ salaries, job 
assignments, operating policies, etc.: 

N/A 

Limits of capital expenditure 
authority: 

N/A 

Other limits to authority: N/A 

 

POSITION REQUIREMENTS 
To perform at a proficient level and to be fully qualified, a person would be expected to have: 

Education: 
(minimum required) 

High School or equivalent preferred 

Experience: 
(minimum required) 

Experience in manufacturing environment helpful. 

Licenses/Certifications: 
(minimum required) 

N/A 

Knowledge/Skills/Abilities (minimum required): 

1. Good oral and written instructions.    
2. Ability to recognize when problems arise. 
3. Able to read job copy masters. 
4. Ability to use measuring devices to assure product conformance. 
5. Ability to meet and exceed labor standards. 
6. Knowledge of math and reading skills. 
7. Organized, punctual, responsible, and self-disciplined. 
8. Ability to recognize raw material problems. 
9. Dexterity in using hand tools. 
10. Ability to make minor adjustments to machines or set ups w/production support. 
11. Willingness to suggest ideas for continuous improvement. 

 
Physical Requirements: 
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1. Frequently stands, sits and/or moves about the facility 100% of the time. 
2. Occasionally must transport up to 35 lbs. including lifting. 
3. Frequently must communicate with all associates. 
4. Able to detect quality flaws during operations and quality check procedures. 
5. Frequently reaching pinching, gripping, pushing, pulling, twisting, and bending. 

 
Work Environment: 

1. Exposed to shop elements such as noise and odors. 

 

Limitations and Disclaimer 

The above job description is meant to describe the general nature and level of working being performed; it is not 
intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position. 

All job requirements are subject to possible modifications to reasonably accommodate individuals with disabilities.  
Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of 
themselves or other employees. 

This job description in no way states or implies that these are the only duties to be performed by the employee 
occupying this position.  Employees will be required to follow any other job-related instructions and to perform 
other job-related duties requested by their supervisor in compliance with Federal and State Laws. 

Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job 
successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued 
employment remains on an “at-will” basis. 

  

 

 


