Job Description

SEAMSTRESS

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 


Help to ensure that all uniforms are altered and maintained in accordance with Company standards.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:


· Hands out uniforms to Employees by department, measures the Employee and performs alterations as needed.      

· Assists in taking inventory to ensure that the correct number of uniforms are available.   

· Processes all new hires in issuing lockers and processes terminated Employees in regards to uniforms and locker check outs.  

· Presses and spot cleans uniforms as necessary, also performs emergency alterations; rips, buttons off, etc.   

· Keeps records of uniforms issued and returned.    

· Assists other staff members with general clerical and office duties.

· Prepares labels, Employee folders, and files payroll deductions. 

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:


High School diploma or GED preferred; and up to three years related experience or training. 

SPECIAL QUALIFICATIONS:

The ability to operate all commercial sewing equipment with professional alteration skills and results.

The ability to analyze and solve alteration problems.


LANGUAGE SKILLS:


Ability to read and comprehend simple instructions, short correspondence, and memos.  
Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other Employees of the organization. 
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MATHEMATICAL SKILLS:

Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s.  


Ability to perform these operations using units of American money and weight 
measurement, volume, and distance. 


REASONING ABILITY:
Ability to apply commonsense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an 
Employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or hear.  The Employee frequently is required to stand; walk; sit; use hands to finger; handle or feel objects, tools, or controls; and reach with hands and arms.   

The Employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The noise level in the work environment is usually moderate.
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