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Key:
Blue = recommended addition
= has direct reports [manager)
Red = recommended deletion
Purple = Angtime D or B changing
Black = status quo
R = Responsibility
D = Duty
DD = Delegated Outy

A = Authority

Rewvise? [Y] or [M])

Eoard of Oirector=s

Fre=sident

Admin. A=s=sistant

Shipper ! Receiver
Ficker ¢ Packer

Oriwver

Fart=s FurchasingtReceiving Clerk | o

Accessories PurchasingfFeceiving 0

LR Clerk
L Clerk

IT Flanager

Sales Manager

COutside Sales Rep.

Customer Service FRep.

Special Project=s

Exec.

Office

Warehouse

Purchasing

Acc

nunking

=

Sales

1

12

13

L

15

16

Leadership { Management

Supervize warehouse staff,

Maniage office,

Supervise all stabf [except sales people).
Anzwer questions from direct reports [and
refer nonedirect reparts to their manager when
Appropriate].

Lead the management team,

Collect and analyze weekly Lost Sales reparts
and update ordering, aceardingly,

Enizure that meetings are run in an effective
manner &9, deliver meazurable resultz).
Enzure that daily Ford repart is accurate,
complete and submitted,

Enzure that weekly Lozt Sales reparts are
being completed in a tmely manner.

Analyze weekly Lost Sales reportz and
recommend negt steps.

Understand and recognize all the duties and
rezponsibilities within your department and be
able to pricritize the wark, bor by order of
impartance,

Lewverage your direct reparts bo the best
advantage of the company [e.g. tilizing driver
time biebween runz, finding work. for idle hands,
20

Enzure that the department is open and
bunctioning an time and that all necessany
duties are completed, equipment and light=
burned off and work area secured and locked
before leaving for the day,

Balance your work Force to ensure that
pricrities are being met and that the
department is functioning bo the best of it
abiliey with the staft available,

Dispatch direct reports az required to handle
daily pricrities.

[dentify zpecial projects within your
department and aszign appropriate direct
reports as time is available (2.9, bin locating,
filing, labeling, rewarking stack, ete.).
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