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This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
TEAM LEADER

ESSENTIAL TASKS

□Team Leader – Planning & Organization

· Understand goals set for team and direct the team’s effort toward them.
· Plan and prioritize activities to achieve results.
· Monitor individual team member activities and direct their efforts toward goals.
· Serve as liaison between the team and the rest of the company, facilitating better communication between the team and the company.

□Team Leader – Motivation and Management

· Provide motivational atmosphere for team and lead by example.
· Organize and manage effective team meetings.
· Develop inexperienced team to be excellent contributors.
· Positively resolve conflict situations.
KEY ATTRIBUTES
□Initiative

· Perform as a self-starter and manifest a proactive approach to all aspects of responsibility.

· Recognize and perform tasks that need to be completed although not directly assigned – assist others as needed.

· Be active as a teacher, mentor and coach to staff.

TEAM LEADER

