Job Description

UNIFORM SUPERVISOR

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 


Responsible for the supervision and organization of the Uniform room, coordinating the 
inventory and staff of three seamstresses, in the distribution, alteration, and tracking of uniform stock for the property.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:


· Coordinates and oversees the issuance of Employee uniforms.     

· Supervises daily inventory duties. 

· Examines finished alterations to ensure adherence to quality standards.

· Coordinates and oversees the issuing of Employee uniforms. 

· Conducts monthly inventory of all stock and supplies accounting department with the numbers.  

· Responsible for keeping Employees and department supervisors abreast of proper uniform requirements and any uniform changes.

· Interprets company policies to workers and enforces safety regulations.

· Suggests changes in working conditions and use of equipment to increase efficiency of shop, department, and/or work crew. 

· Analyzes and resolves work problems and/or assists workers in solving work problems. 

· Responsible for issuing employees lockers and keeping a cross-reference file on each employee. 

· Initiates or suggests plans to motivate workers to achieve work goals.

· Estimates, requisitions, and inspects materials. 

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:



Responsible for the supervision all seamstresses and uniform clerks in the uniform department.  

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. 
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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 G.E.D.; and five to seven years related experience and/or training; or equivalent combination of education and experience.

SPECIAL QUALIFICATIONS:

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

The ability to analyze and solve alteration problems.  The ability to instruct and train staff seamstresses.


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. 


MATHEMATICAL SKILLS:

Ability to solve basic mathematical problems, and ability to add and subtract two-digit numbers.  Ability to perform these operations using units of American money.  Ability to measure and apply to alteration problems presented.


REASONING ABILITY:
Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several 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 sit; use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms.  The Employee is occasionally required to stand and walk.  

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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