Job Evaluation Sheet 

PART 1


GENERAL INFORMATION 

Job Title: Order Selector 


Reports to: Warehouse Manager

Plant / Department:  _______________
Hours per week:  40+

GENERAL JOB DESCRIPTION 
Each order selector gets a recap order and picks appropriate cases for customer order and neatly loads cases in the correct place on the pallet. He / she delivers completed customer order to proper dock staging location. He / she turns in listing of items out of stock after every trip. Job requires thorough knowledge of selector routine and warehouse layout. Job requires considerable accuracy and dependability. The effects of poor decisions include wrong shipments, shortages, inaccurate inventories, and extra material handling. Considerable lifting of weights up to 100 lbs. is involved. Worker should follow recognized ergonomic principles when lifting, bending and handling loads. 

EXPERIENCE OR TRAINING REQUIRED 
High school diploma or equivalent plus good reading skills and ability to do continuous heavy lifting. On-the-job training occurs during the first 90 days of employment. 

LICENSE OR CERTIFICATE REQUIRED 
N/A. 

Number of individuals in the same job classification: 

Day shift: 

Swing Shift:      
Graveyard Shift: ____


JOB FUNCTIONS (Note: The job functions relate to the job, not the individual.) 

Essential Job Functions:

1. Driving / operating a Rider pallet truck. 
2. Reading / understanding computer—generated recap orders. 
3. Picking items / cases for orders. 
4. Lifting / loading 1 - 100 pound items continuously 
5. Delivering finished order to dock / staging area. 
6. Report wrong items / cases in pull slots. 
7. Clean, sweep and straighten assigned aisles at end of shift. 
8. Pull minimum case rate—dry selectors 140 pcs. / hr., freezer selectors 165 pcs. / hr. 
9. Maintain under 15 chargeable errors per week. 
10. Use good judgment when carrying out all work assignments. 
11. Must have ability to work well with others. 
12. Must have an acceptable attendance record. 
13. Restack poorly stacked pallets. 
14. Requires efficient use of time and concern for productivity. 
15. Adhere to all safety practices. 

Marginal Job Functions:

1. Exchange/swap pallet trucks for picking when necessary. 
2. Use pallets for picking when necessary. 
3. Change batteries as required. 
4. Put up down pallets. 
5. Use phone or computer in office to check into problems. 
6. Talk to supervision. 
7. Move interference when necessary. 
8. Work in another job title classification temporarily (must have adequate training) 
9. Operate other equipment when necessary (must have adequate training) 

PART 2


PHYSICAL ACTIVITIES

1. Average hours per week: 50

2. Shift: Night. 
3. List the type of equipment or tools used for this position, and indicate the frequency of use: 
Tool / Equipment 

Occasionally 

Frequently 

Continuously 
Tugger 









X 
Unitizer 









X 
Dollies 









X 

4. Percentage of time during the normal work day the employee is required to: **Factored in two 15 minute breaks** 

Sit 
0 % 

Twist 
0 % 
0 degrees 
Push 
5.3 % 
Stand 
.3 % 

Crawl 
0 % 


Pull 
5.3 % 
Walk 
18.8 % 
Kneel 
0 % 


Grasp 
3.3 % 
Lift 
6.3 % 

Drive 
36.8 % 

Place 
6.3 % 
Squat 
2.6 % 

Climb 
8.4 % 
Bend 
5 % (160 degrees max.) 
Reach above shoulders 1.6 % 

**push, pull or grasping could occur while worker sits, stands, walks, etc.** 


Other: Work performed on 1st floor of building. Worker must walk through turnstile, through doors and walk upstairs to get to his / her work area. 

5. Maximum consecutive time during the normal workday for each activity: 
**Factored in two 15 minute breaks** 

Sit 
0 min. 

Twist 
0 min. 
0 degrees 
Push 
30.2 min. 
Stand 
1.7 min. 
Crawl 
0 min. 


Pull 
30.2 min. 
Walk 
107.7 min. 
Kneel 
0 min. 


Grasp 
18.3 min. 
Lift 
35.9 min. 
Drive
209.8 min. 

Place 
35.9 min. 

Squat 
14.8 min. 
Climb 
47.9 min. 
Bend 
28.5 min. (160 max. degrees ***Includes stooping***)
Reach above shoulders 9.1 min. 

6. The weight required to be lifted each normal workday. 
(Occasionally 1—33%, Frequently 34—66%, Continuously 67—100%) 



Not Required 

Occasionally 

Frequently 
Continuously 

*Up to 10 lbs. 




X 
*Up to 20 lbs. 







X 
*Up to 35 lbs. 







X 
*Up to 50 lbs. 







X 
*Up to 75 lbs. 




X 
*Up to 100 lbs. 



X 
*Over 100 lbs. 
X 


Describe and explain the lifting and carrying requirements. Examples; the distance material is carried; how high material is lifted, etc. While standing worker must support as much as 100 lbs. occasionally. A worker might have to carry a 100 lb. load up to 10 feet. Similarly, a worker might have to reach up to max. distances of 7 feet to grasp heavy items. 

7. Repetitive use of hands: 


X 
Simple grasping; 50 lb. normal weight;  l000 / day frequency 


X 
Pushing / pulling; 50 lb. normal weight;  1000 / day frequency 

N/A 
Fine manipulation; describe: 

8. Repetitive use of foot or feet in operating machine controls: 
___ Not required 


X    Required

If yes, describe frequency and pressure required: Activate / disengage foot 
pedals for every different pull location required. 

9. Sensory requirements (speech, vision, smell, touch, hearing) Vision (read recap sheet and read description of pull item to ensure proper match). Good general, distant, and close—up vision required. Currently color vision not required. Sensitivity in fingers required. Ability to smell required. Good hearing required for listening to drivers sounding their horns in traffic flow and listening for moving equipment. Good hand/eye coordination required for work accuracy when selecting items. 

10. Environmental factors of each normal workday: 

*Time spent inside 
9.5 hours 
outside .5 
*Temperature 

X__ normal range 
X__ extreme cold 
X__ extreme hot 
*Humidity 

X__ normal range 
X__ humid 

X__ dry 
*Atmosphere:  ___ fumes ___ odors 
X_ dust ___ gas ___ poor ventilation 

Describe: Workers are exposed to seasonal temperature changes in the dry side warehouse. Workers are exposed to temperature ranges of 34 degree to 0 degree F in the freezer warehouse. Workers are exposed to dust, noise and vibrations. 

*Special hazards: 
X __ mechanical ___ electrical     X__chemical 
____ explosive   ___ radiation  X__ other?

If any of the above is applicable, describe: 
Workers can transport/handle closed cases of industrial strength cleaning agents and detergents. Mechanical: Exposure to fast moving pallet jacks, tuggers and forklifts (loaded/unloaded). Empty forklifts should have forks lowered. Other: Falling items from storage racks in warehouse. Possible exposure to ammonia leaks. 

*Protective clothing required: Freezer suits, ear protection and gloves are required in freezer warehouse. 


PART 3  
JOB QUALIFICATION REQUIREMENTS & ELIGIBILITY 
Mandatory 
The requirements that an individual must absolutely possess to perform the essential functions of the job. 

1. Driving / operating a Tugger. 
2. Reading / understanding computer—generated recap orders. 
3. Picking items/cases for orders. 
4. Lifting / loading 1 - 100 pound items continuously on unitizers. 
5. Delivering finished order to dock / staging area. 
6. Report wrong items / cases in pull slots. 
7. Clean, sweep and straighten assigned aisles at end of shift. 
8. Pull minimum case rate—dry selectors 140 pcs. / hr., freezer selectors 165 pcs. / hr. 
9. Maintain under 40 chargeable errors per week. 
10. Use good judgment when carrying out all work assignments. 
11. Must have ability to work well with others. 
12. Must have an acceptable attendance record. 
13. Restack poorly stacked unitizers. 
14. Requires efficient use of time and concern for productivity. 
15. Adhere to all safety practices. 

Non-Mandatory 
Not absolutely required, but will enhance applicant / employee chances for success. 

1. Exchange / swap Tuggers for picking when necessary. 
2. Use pallets for picking when necessary. 
3. Change batteries as required. 
4. Put up down pallets. 
5. Use phone or computer in office to check into problems. 
6. Talk to supervision. 
7. Move interference when necessary. 
8. Work in another job title classification temporarily (must have adequate training) 
9. Operate other equipment when necessary (must have adequate training) 


