Team Leader

Generic Statements for Position Descriptions

MAJOR DUTIES

As team leader, the incumbent is responsible for providing technical direction, advice and guidance to team members. This includes assigning, coordinating and reviewing work assignments; balancing the workload among team members; ensuring that timelines are met; instructing employees on job processes and techniques; providing technical direction and guidance; interpreting, communicating and implementing organizational policies and procedures; and providing on-the-job training.  The team leader is also responsible for recommending formal training; making recommendations on promotions, reassignments and selections, performance evaluations, and participating in candidate interviews; approving leave requests for short periods of time; recommending awards; and resolving minor disputes and informal complaints of team members.

The team leader ensures that the organization’s strategic plan, mission and quality principles and tools are communicated to team members; that all members are trained in team building methods and techniques; and that the team’s needs and resources are represented. The incumbent actively listens and fosters open, two-way information exchange among team members, encouraging methods that enhance the identification of strengths and weaknesses. The team leader encourages teamwork, cooperation and trust in day-to-day operations and in pursuing solutions to team issues, serving as a coach/mentor to team members.

SUPERVISORY CONTROLS

The team leader works under the general supervision of the Director/Office Manager. The incumbent interprets policy and exercises initiative in developing policy and procedures in areas of responsibility. The team leader works independently in overseeing the team and in carrying out the day-to-day activities; providing advice and guidance to team members; determining priorities; and reviewing completed work for adherence to policy, procedures and soundness of conclusions and recommendations. Work is considered technically authoritative and is normally accepted without change.

