
Eilers Machine & Welding, Inc. 
 
POSITION DESCRIPTION 
 
2/25/11 
 
POSITION TITLE: SHIPPING/RECEIVING LEAD PERSON 
 
SCOPE OF POSITION: This person will oversee Packaging/Assembly and Shipping/Receiving 
operations along with Department Supervisor and will coordinate and direct workforce in order to meet 
production schedules and meet required cost, quality, and housekeeping requirements.  This person 
will also champion safety, continuous improvement efforts and defect reduction initiatives. This 
position reports directly to the Department Supervisor.  
 
KEY REPONSIBILITIES: 

• The primary responsibility of this individual will be to assist in maintaining timely deliveries of 
product to customers by keeping Assembly/Packaging/Shipping operations flowing smoothly 
and efficiently.  Lead person will also be responsible to perform dock audits and receiving 
audits pursuant to Eilers quality requirements.  Direct responsibilities include: 
 

• Developing, leading and motivating employees to effectively utilize their experience, training 
and skills in the packaging of product to meet production schedules;   
 

• Maintaining excellent communication and cooperation with Production Scheduling, 
Transportation Coordinator and supervision to ensure that product is shipped to meet on-time 
delivery requirements; 

 
 

• Actively participating in production staffing.  Includes assisting with selecting staff, developing 
staff to their fullest potential and responding effectively to suggestions or concerns.  Lead 
Person will also provide effective direction and discipline pursuant to company policies.  Lead 
Person will seek the counsel of the Department Supervisor on all disciplinary measures; 

 
• Reviewing or completing all necessary data entry and paperwork, and will be responsible for 

it’s timeliness and accuracy; 
 

• Actively promoting Company’s Lean Enterprise philosophy; 
 

• This is not to be considered a complete list of responsibilities and other appropriate duties may 
be assigned.  

 
DESIRED ATTRIBUTES: 

• Ability to read customer drawings as well as understand and follow applicable military 
standards and specifications to make sure the operations are being preformed correctly; 

• Ability to motivate employees to their personal best. 
• Experience in the field of supervision; 
• Ability to effectively communicate orally and in writing. 
• Ability to demonstrate leadership skills; 
• Ability to effectively relate to varied knowledge levels. 

 
 



 
 
 
EDUCATION AND EXPERIENCE: 
A combination of over two years of directly related education, training and/or experience is typically 
required for carrying out the responsibilities of this job.   
 
COMPUTER SKILLS:  
To perform this job successfully, an individual should have basic computer skills; specifically MS 
Office (Word, Excel) & Lotus Approach Database Software.  
 
WE OFFER: 
•Employment at stable and established company.  
•Competitive wage.  
•Benefits; group health insurance plan partially funded by employer, 401(k) plan, vacation, and 
holidays,  
•An employee oriented environment.  
 
HOW TO APPLY:  
For immediate consideration apply today by sending a resume to Nate Menagh at 
nmenagh@eilersmachine.com  
 
To learn more about our company visit us at www.eilersmachine.com  
 
 
 










