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EMPLOYEE JOB DESCRIPTION

1.0
PURPOSE AND SCOPE
To provide a process for creating a job description for new or existing positions and to ensure that Larson Davis (LD) has job descriptions for current positions within the company.  The job descriptions reference job titles listed on the company organizational chart.

2.0 
AFFECTED DEPARTMENT

All departments are affected.

3.0 
REFERENCE DOCUMENTS

D0001.1003
Organizational Charts

4.0   
RESPONSIBILITIES & AUTHORITY

The Human Resource Manager is responsible for ensuring compliance.
5.0  
DEFINITIONS
HR -
Human Resource

LD -
PCB Piezotronics, Inc. / Larson Davis Division

6.0  
SAFETY PRECAUTIONS

Not Available

7.0  
EQUIPMENT & MATERIALS

Computer with applicable programs

8.0  
INSTRUCTIONS
Each job function has a related job description that describes the minimum education, skills and training required for that position.

The Human Resource Manager ensures that a complete job description exists for each position at LD.
The hiring manager works with HR to write a job description for newly created positions prior to hiring for that position.  The job description reflects the minimum requirements for education, experience and physical demands of the position.  Additionally the job description will list the duties to be performed by the employee with that job description.
9.0  
INSPECTION
Not Applicable

10.0  
RECORDS
Job descriptions are maintained by HR as long as the position exists.

11.0
DISTRIBUTION

Each employee is given a copy of their job description during orientation.
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