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[bookmark: SampleJobDescriptions_01.pdf]SHOP FOREMAN
SAMPLE JOB DESCRIPTION



The following Sample Job Description is provided to you as an MRAA member benefit via the MRAA Resource Center. While we’ve worked to provide a comprehensive Sample Job Description, covering most of the duties for the position noted above, this document is intended to be a sample only, and MRAA makes no warranties on the document or
its legality in any specific state. MRAA recommends that you check with your particular state to ensure compliance. By using the Sample Job Description, you agree to hold harmless and indemnify MRAA from any claims that may arise from your use of this document, including, but not limited to, any claims or causes of action initiated by employees of your business and the use of the Sample Job Description.

[bookmark: SampleJobDescriptions_78.pdf]Position Title: Shop Foreman

Reports To: [Insert Title]

As Shop Foreman, your role is to work in collaboration with the service manager to oversee shop productivity, organization and cleanliness.

Job Duties/Responsibilities:
· Follows all safety precautions and procedures at all times
· Ensures all technicians follow all safety policies and procedures at all times
· Serve as the lead technician who sets the highest standard for shop productivity daily
· Responsible for ensuring that all staff keeps shop clean and organized daily
· Monitors shop supply inventory and orders as needed
· Ensures that tools are organized, accounted for and maintained
· Meets with service manager daily to review workflow
· Communicates with customers on technical issues as needed
· Exercises precaution to ensure cleanliness of boat (booties, runners, covers etc.)
· Helps test customer boats to ensure repairs were performed correctly
· Submit work orders/parts requests to service manager to obtain customer authorized parts
· Helps supervise the work/repair order from initial order to job completion
· Reports incomplete work orders to service manager
· Follows manufacturer warranty policies and procedures
· Review all recalls, service bulletins and product updates
· Responsible for maintaining company vehicles to the highest standard
· Attends training seminars as needed
· Performs other related duties as assigned

Requirements:
· A high school diploma or equivalent
· Experience in the marine industry (service department experience preferred)
· Solid understanding of marine products, dealership business, and sales process helpful
· Ability to communicate at a high level, both verbally and in writing
· Be team-oriented, self-motivated, and process driven with excellent leadership skills
· Have a valid state driver’s license
· Ability to pass a pre-employment background/drug screen

How to Apply:
[Insert Instructions Here]
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