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Job Title:		Scale Operator/Admin
Department:	               Scale
Company:		Texas Frac
Reports To: 	 	Plant Manager
Status:			Full-Time, Non-Exempt	
# Direct Reports:	1

POSITION OVERVIEW
This position will oversee the loading of finished sand. This position will also help maintain an efficient office environment and to support others in the office. He/she will answer incoming calls, direct plant visitors, and implement and maintain a filing system. Bilingual preferred.

ROLES AND RESPONSIBILITIES:
These key duties may include, but are not limited to:
· Oversee loading of trucks from load out.
· Enter and maintain inventory and activity data into the appropriate system.
· Communicate with drivers, the loading teams, and the corporate office.
· Prepare and forward reports to corporate office, as needed and/or requested.
· Prepare documents, reports, and correspondence
· Monitor and maintain office supplies, and coordinate purchasing of such with the Purchasing department at the corporate office
· Ensure office equipment is properly maintained and serviced
· Answer phones, email, take messages, and communicate information timely to others.
· Greet visitors and clients, and direct them to the correct staff member


MINIMUM QUALIFICATIONS
· High School Diploma or equivalent.
· Candidate must have extensive communication and organizational skills.
· Business training at the collegiate level is an advantage.
· Competent computer skills, including e-mails and Microsoft Office.
· Numerical and literacy skills
· High Attention to detail
· Ability to be cross-train and assume other responsibilities 






· Work effectively in an office environment
· Willingness to further training or education, if requested
· Able and willing to work extended work schedules, overtime, weekends, and call-ins, if necessary
· Team-oriented, effective communicator (verbal and written), able to offer technical expertise and guidance, and have the ability and willingness to build rapport with department team members and external agencies. 
· Ability to manage multiple tasks and set priorities appropriately
· Standard current computer applications knowledge, including word processing and spreadsheets


PHYSICAL REQUIREMENTS

· Lift up to 25 pounds
· Use hands to type, handle, control, or feel objects or tools
· Sit for long periods of time
· Bend or twist the body
· Repetitive movements, repetitive use of computer/office equipment
· Medical clearance to wear respiratory protection


EEO STATEMENT
FLASH provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state, or local laws.

This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.


OTHER DUTIES
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 












I have read and understand my roles and responsibilities. I can perform the duties and functions required as stated above.


____________________________________________
Employee Name – please print					


____________________________________________
Employee Signature	


____________________________________________
Date	
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