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Production Lead Hand Definition 
Lead Hands in the food processing industry work in production plants that conduct primary processing 
of agricultural commodities, or refine or manufacture a range of food and beverage items or 
nutraceuticals. Lead Hands play an intermediate role between production workers and shift supervisors.  

 
The Production Lead Hand in food manufacturing essential skills profile was based on essential skills 
profile for Supervisors in food, beverage and associated products processing (NOC 9213) and for 
Labourers in food, beverage and associated products processing (NOC 9617) developed by the 
Government of Canada department of Employment and Social Development Canada. 
  
The most important Essential Skills for Lead Hands are:  
 

 Working with Others  
 Thinking Skills (Problem Solving) 
 Oral Communication 

 

Keys to Understanding Essential Skills Profiles 
The profiles are organized by essential skill. Each essential skill section contains the following key 

elements: 

 Example tasks: a list of essential skills-related tasks. This list describes the different types of 

tasks workers may be expected to do for each essential skill in an occupation. 

 Complexity ratings: the number found in brackets beside each example task. These estimated 

numbers range from Level 1 (basic) to Level 5 (advanced), depending on how difficult the task is. 

The complexity levels may vary based on the requirements of the workplace. 

 Essential skill function overviews: describe the purpose and/or use of each essential skill 

(except for Thinking). This section, usually presented in a table format, is omitted from short 

versions of the profiles. 

 Impact of digital technology:  updated profiles include new information on the effect digital 

technology has on the essential skills-related tasks required in an occupation. 

o In long versions of the updated profiles, this information is found after the list of 

example tasks for each essential skill. 

o In short versions of the updated profiles, this information is summarized at the end of 

the profile in an "Impact of Digital Technology" summary. 

 

 

http://www.esdc.gc.ca/en/essential_skills/profiles/guide.page#h2.3-h3.4


 

FPHRC                                                                                      ES Profile – Production Lead Hand 2 

  

 

The following icons are used to identify the 9 components of the Essential Skills Profiles: 

 

READING 

 

 
DOCUMENT USE 

 
WRITING 

 

NUMERACY 

 

 
ORAL COMMUNICATION 

 
THINKING SKILLS 

 

DIGITAL 
TECHNOLOGY 

 

 
WORKING WITH OTHERS 

 
CONTINUOUS LEARNING 

 

 

Definitions & Complexity Levels 

Reading  

 
Definition 
Reading refers to the skills needed to understand and apply information found in sentences and 
paragraphs. 
 
At work, people use reading skills to locate and use information from memos, emails, manuals, reports, 
proposals and other written material. 
 

Complexity Level 

The level of difficulty of reading tasks ranges between being able to read short texts to find a single piece 
of information (complexity Level 1), to being able to understand and use long and complicated texts, like 
contracts or reports (complexity Level 5). 

The ability to read at a complexity Level 3 is essential for most jobs - even for those that do not require a 
college diploma, university degree or specialized training. For example, this level of reading is needed for 
workers to succeed in job-specific training and read safety-related information. 
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Document Use 

 
Definition 
Document use refers to the skills needed to find, enter and use letters, numbers, symbols and images in 
electronic and paper formats. 
 
At work, people use document use skills to find and enter information in electronic and paper visual 
displays, such as forms, lists, tables, graphs, maps and drawings. 
 

Complexity Level 

The document use complexity scale ranges from Level 1 to Level 5 based on the number, type and 
structure of documents; how information is found and entered (and whether or not the information is 
modified in order to be used); and the worker’s thought process and their previous knowledge of the 
content. 
In some cases, tasks that require document use skills may also require other essential skills. For example, 
reading skills might also be required for a document that includes a paragraph of text (e.g. on a label). In 
a similar way, writing skills might be needed when a document requires the entry of words, phrases, 
sentences and paragraphs. 
 

Writing 

 
Definition 
Writing refers to the skills needed to compose handwritten or typed text to communicate information 
and ideas. 
 
At work, people use writing skills to compose texts, such as notes, memos, bulletins, email messages, 
instructions, procedures and reports. 
 

Complexity Level 

The writing complexity scale is organized into themes, which explain the complexity requirements of 
writing tasks: 

 length and purpose, 
 style and structure, and 
 content 

Writing tasks may range from writing short and informal notes (complexity Level 1) to writing longer, 
technical documents based on many different sources of information and adapted to a specific audience 
(complexity Level 5). 
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Numeracy 

 
Definition 
Numeracy refers to the skills needed to make sense of and apply mathematical concepts and 
information. 
 
At work, people use numeracy skills to tally costs, create budgets, calculate lengths and volumes, analyze 
data, estimate times and manage the other mathematical demands of different situations. 

Complexity Level 

The level of difficulty of a numeracy task is determined by the math task performed, as well as the 
knowledge needed to perform the task properly. There is a difference between a worker’s ability to work 
with numbers and their understanding of when they should use certain types of math. For example, a 
worker can take a number from a computer printout and put it in a report without knowing how it was 
calculated. Also, some numeracy tasks require workers to make sense of mathematical information 
found in text or media and not just simply perform mathematical operations. 
 
Numeracy example tasks are assessed across four (estimation) to five (calculation) levels of difficulty and 
depend on many factors, such as: 
 

 the number, type and difficulty of mathematical operations needed to find a solution to a   
problem; 

 the amount of information available and the level of accuracy required; and, 

 the consequence of making a mistake. 

Oral communication 

 
Definition 
Oral communication refers to the skills needed to exchange thoughts and information with other people 
by speaking, listening and using non-verbal cues, such as body language. 
 
At work, people use oral communication skills to talk to customers, discuss products with suppliers, 
explain work procedures to co-workers, participate in virtual sales meetings with clients, and other 
activities that involve verbal exchanges. 

Complexity Level 

The level of difficulty related to oral communication tasks is based on four factors: 
 the range and complexity of oral communication required from giving basic instructions (Level 1) 

to carrying out complicated negotiations (Level 4); 
 the range and complexity of information communicated from a familiar, simple topic (Level 1) to 

complex, highly detailed technical information (Level 4); 
 the range and complexity of the communication context from communicating with one person at 

a time in an everyday situation (Level 1) to communicating with a new and challenging audience 
in an unfamiliar setting (Level 4); and, 

 the risks involved with not being able to communicate properly from minor inefficiencies (Level 1) 
to the loss of life or serious injury (Level 4). 
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Thinking Skills 

 
Definition 
Thinking refers to the skills needed to solve problems, make decisions, think critically, plan, remember 
details, and find information. 
 
At work, people use thinking skills to do tasks, such as solving electronic equipment problems, assessing 
the safety of a jobsite, deciding who to hire, planning meetings, memorizing passwords, and finding the 
information needed to estimate the cost of a project. 
 
Complexity Level 

The four levels of complexity for various thinking-related activities are based on these factors: 
 

 the steps involved in problem solving, from identifying a problem to finding and assessing a 
solution; 

 what is involved in decision making, i.e. the consequence of making a mistake, the extent to 
which information is available, procedures are explained, similar examples exist and judgment is 
needed to make a decision; 

 the criteria, assessment and effects of critical thinking processes; 

 to what extent workers need to plan and organize their own tasks and the impact this might 
have on the total efficiency of a project; and 

 the difficulty of finding, selecting, understanding and processing information. 
 

 

Digital Technology 

 
Definition 
Digital technology refers to the skills needed to understand and use digital systems, tools and 
applications, and to process digital information. 
 
At work, people use digital technology skills to input, access, analyze, organize, create and communicate 
information and ideas using computers, software, point-of-sale equipment, email, podcasts, web 
applications, smart phones and other digital devices. 
 
Complexity Level 

Digital skills are currently being assessed against levels defined for computer use. As complexity levels 
are defined through digital skills research, both the methodology and the profiles will be updated as 
needed. 
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Working with Others 

 
Definition 
Working with others refers to the skills needed to interact with other people (one or more). 
 
At work, people work with others in pairs and in small and large groups to coordinate tasks, share 
resources, plan, make decisions, negotiate, solve conflicts and complete other activities that involve 
teamwork. 
 
Complexity Level 

Complexity levels are not assigned to this essential skill. 
 

Continuous Learning 

 
Definition 
Continuous learning refers to the skills needed to continually develop and improve one's skills and 
knowledge in order to work effectively and adapt to changes. 
 
At work, people use continuous learning skills to identify and develop the knowledge and skills they need 
to perform well, build careers, prepare for and adapt to changes in processes, technology, regulations, 
employer demands, etc. 
 
Complexity Level 

Complexity levels are not assigned to this essential skill. 
 

Additional Information 

 
Definition 
The additional information section provides a summary of information collected during interviews with 
workers. It may contain the following main sub-sections: working with others, continuous learning, 
digital skill requirements, physical aspects and attitudes. 
 
Digital skills requirements describes the extent to which workers rely on specific types of digital skills to 
do their work. It may include both current and projected requirements. 
 
Physical aspects explains the physical requirements of an occupation: the psychomotor (i.e. the link 
between mental activity and the physical movement of the body) and sensory aspects of a job. Physical  
 
Attitudes summarizes answers to the question, "What attitudes should someone have to do this job 
well?"  
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Production Lead Hand 
Food Processing Facility 

1. Reading Text 
The typical text reading tasks of Lead Hands are at Complexity Levels 1 and 2. Their most complex text 
reading tasks are at Complexity Level 3.  

 
Lead Hands:  
 

 Read brief notes about work or equipment procedures or problems, written by a supervisor, co-
worker or member of the maintenance or sanitation department. (1) 

 May read reminder notes they have made for themselves. For example, read a note to remember 
the steps in a process. (1) 

 Read internal memos regarding new processes, products and equipment. (2) 

 May read marketing pamphlets, information sheets or detailed labels which describe items that the 
plant produces. (2) 

 Read company procedures in order to clarify information for other workers. (2) 

 May read trade publications or industry journals to stay abreast of trends and innovations related 
to their sector of food processing. (2) 

 Read training manuals for refresher or upgrading courses on topics such as Workplace Hazardous 
Materials Information System (WHMIS), forklift operation or first aid. (3) 

 May read test instructions and multiple-choice questions as part of courses such as those for the 
Hazard Analysis Critical Control Point (HACCP) system or for industrial first-aid. (3) 

 Seek specific information in operating manuals for production and packaging machinery in order to 
make minor adjustments or repairs. (3) 

 

Reading Profile 

 
Purpose for Reading 

Type of Text To scan for specific information/To locate 
information. 

To skim for overall meaning, to get 
the 'gist'. 

To read the full text to understand or 
to learn. 

Forms 
   

Labels 
   

Notes, Letters, Memos    
Manuals, Specifications, 
Regulations    
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2. Document Use  
The typical document use tasks of Lead Hands are at Complexity Levels 1 and 2. Their most complex 
document use tasks are at Complexity Level 2.  
 
Lead Hands:  
 

 Scan daily production schedules to know which products to make during the shifts and to determine 
if machines must be changed over for new product runs. (1) 

 Scan product labels to check that the expiry dates and product names/codes are correct.(1) 

 May check worker time-sheets to verify the total hours worked for payroll. (1) 

 Read product formulation lists to know the quantities of specific ingredients to combine in a product 
batch. (1) 

 May select a series of menu items on a computer screen to adjust or begin some aspect of 
production; for example, to cause a machine to dump an ingredient from a storage bin into a mixer. 
(1) 

 Scan codes and tags on products progressing through the production line to verify accuracy. (1) 

 Refer to tables to make adjustments to machine controls; for example, for a specific food moisture 
content, they find in the table the correct frying/cooking temperature at which to set a fryer or oven. 
(2) 

 May refer to specific diagrams in equipment manual or on computer screens to diagnose or solve 
minor problems. (2) 

 
Other Document Use Tasks 
 
Lead Hands:  
 

 May complete daily production summary forms, listing or checking off the types and amounts of 
products, and writing in counts or weights. They may occasionally add brief notes to explain why 
production quotas were exceeded or were not met. 

 May create schedules to assign shifts and duties for workers under their direct supervision.  

 May complete tracking forms during a shift to document total quantities of products produced at 
specific time intervals. 

 May create graphs. For example, they may create fermentation graphs to visually depict the 
progression of fermentation through production cycles.  

 May complete inventory forms on a regular basis (daily, weekly, monthly or annually) by checking off 
items on a list and writing the quantities in stock. 

 May draw rough sketches in a personal notebook, e.g. to remember the order in which to re-
assemble machine parts. 

 May interpret x-rays. For example, they may review x-rays of products proceeding through metal 
detection equipment to verify the absence of metal.  
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Document Use Profile 
 
Lead Hands:  
 Read signs, labels or lists. 

 Complete forms by marking check boxes, recording numerical information or entering words, 
phrases, sentences or texts of a paragraph or more. 

 Read completed forms containing check boxes, numerical entries, phrases, addresses, sentences or 
texts of less than a paragraph. 

 Read tables, schedules or other table-like text. 

 Enter information on tables, schedules or other table-like text. 

 Obtain specific information from graphs or charts. 

 May draw simple assembly drawings. 

 May read schematic drawings. 

 Obtain information from sketches, pictures or icons. 

 May interpret radiographs. 

 

3. Writing 
The typical writing tasks of Lead Hands are at Complexity Level 1. Their most complex writing tasks are 
at Complexity Level 2.  
 
Lead Hands:  
 

 Write simple notes, memos or work orders to the next shift or the maintenance crews to inform 
them of equipment problems or to request follow-up actions. (1) 

 May write notes to themselves when learning new job tasks; for example, to remember new process 
steps. (1) 

 May occasionally write brief notes on daily production summary forms to explain why production 
quotas were exceeded or were not met. (1) 

 May write short answers to questions as part of formal training evaluations or re-qualifications, e.g. 
HACCP, WHMIS, first aid. (2) 

 May write work instructions for their direct reports to outline tasks to be completed during their 
shifts. (2) 

 Write incident reports. For example, after noting a leak in a tank, they record where the leak 
occurred, at what point in the process the leak started, how much product was impacted and 
removed from the line and how the incident was resolved. These reports are typically submitted to 
production supervisors and may be used as part of investigation processes should a damaged 
product make it to customers. (2) 
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Writing Profile 

 
Purpose for Writing 

Length To organize/to remember To keep a record/to document To inform/ to request 
information 

Texts requiring less than one paragraph of new text    

Texts rarely requiring more than one paragraph 
 

  

Longer texts 
  

 

 
 

4. Numeracy 
The Numerical Calculation Rating Scale ranges from Level 1 (least complex) to Level 5 (most complex). 
The numeracy tasks of Lead Hands involve:  
 

 Measurement and Calculation Math at Complexity Levels 1 and 2. 
 Data Analysis Math at Complexity Levels 2 and 3.   
 

Lead Hands:  
 

 Calculate the total number of items produced in specific time period, e.g., during an 8-hour shift, by 
adding the number of items produced across all production lines. (Measurement and Calculation 
Math) (1) 

 Calculate the weight of food products in either metric or imperial units, using either gauges or digital 
readout displays. (Measurement and Calculation Math) (1)  

 Calculate the number of containers needed to hold a specific number of product units, by dividing 
the number of units each container holds by the total number of units to be produced. 
(Measurement and Calculation Math) (1) 

 Calculate the total number of production batches/cycles and time required to fill a product order, 
knowing the number of units produced per batch/cycle and the average run-time per batch/cycle. 
(Measurement and Calculation Math) (2) 

 May calculate dilution factors to determine alcohol levels. (Measurement and Calculation Math) (2) 

 May convert total production weight from one unit to another, for example, converting 4 oz. to .25 
lb., or 40, 4 oz. (140 oz.) units to 10 lbs. (Measurement and Calculation Math) (2) 

 May calculate the ingredient weights or volumes for a partial-batch "recipe" (for example, a ½ -
batch). (Measurement and Calculation Math) (2) 

 Calibrate equipment by comparing measurements. For example, they compare measurements such 
as temperature, pressure and rotations per minute on a variety of parts and equipment to 
specifications to check if they are within acceptable ranges. (Data Analysis Math) (2) 

 Collect and analyze numerical and statistical data. For example, they interpret the results of filtering 
tests on tanks to identify sulfur and CO2 levels to determine the need for additions to prevent 
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spoilage. They may trend fermentation levels throughout a production process to determine glucose 
and yeast levels. They analyze various readings over time to determine if processes are progressing 
correctly. (Data Analysis Math) (3) 

 
Numerical Estimation  
The Numerical Estimation Rating Scale ranges from Level 1 (least complex) to Level 4 (most complex). 
The numerical estimation tasks of Lead Hands are at Complexity Level 1.  
 
Lead Hands: 
 

 Estimate the total time required to fill each production order in a shift, considering the production 
rate of various machines and possible down-time for machinery malfunction or production bottle-
necks. (1) 

 May estimate crop yields (in tonnages) to project production literages. (1) 

 
 
Math Skills Profile 

a. Mathematical Foundations Used  

 
Lead Hands: 

Number Concepts  
Whole Numbers read and write, count, round off, add or subtract, multiply or divide whole numbers. For example, counting the number of items 

produced during a shift, or calculating a production time by dividing the total number of units required by the unit production rate. 
Integers read and write, add or subtract, multiply or divide integers. For example, determining a positive or negative adjustment needed on 

a mechanical control, verifying positive or negative temperatures.  
Rational Numbers - 
Fractions 

read and write, add or subtract fractions, multiply or divide by a fraction, multiply or divide fractions. For example, calculating 
fractional volume or weight measures of ingredients in a partial "recipe" or batch. 

Rational Numbers - 
Decimals 

read and write, round off, add or subtract decimals, multiply or divide by a decimal, multiply or divide decimals. For example, 
reading weigh scale measurements to one or more decimal points. 

Rational Numbers - 
Percent 

Read and write percents, calculate a percent of a number. For example, mixing a product, such as 30% pork addition to sausage; or 
calculating a 5% shrinkage on dog food; calculating the percentage of production completion by comparing the number of products 
produced with the number required.  

Patterns and 
Relations  

Use of Rate, Ratio 
and Proportion 

use a rate showing comparison between two quantities with different units, use a ratio showing comparison between two 
quantities with the same units, use a proportion showing comparison between two ratios or rates in order to solve problems. For 
example, applying a known production rate (X units per Y minutes) to estimate a total batch run-time, verifying timing of X number 
of strokes per second/minute. 

Shape and Spatial 
Sense  

Measurement 
Conversions 

perform measurement conversions. For example, converting metric weight (kg) to imperial (lb.), converting crop yields in tonnages 
to volume yield in literages.  
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b. How Calculations Are Performed 

Lead Hands make calculations:  
 

 in their head 

 using a pen and paper 

 using a calculator 

c. Measurement Instruments Used 

Lead Hands measure:  
 

 Time. For example, using a watch or clock. 

 Weight or mass. For example, using a digital scale. 

 Liquid volume. For example, using a graduated cylinder, calibrated vat or a pipe-valve volume 
monitor. 

 Temperature. For example, using a digital thermometer, temperature probe or infrared gun. 

 Pressure. For example, using a pressure gauge. 

 Flow rates. For example, using a digital or ultrasonic flow meter.  

 Specific gravity. For example, using a hydrometer. 

 Sugar concentration. For example, using a refractometer. 

 PH levels. For example, using a pH meter or probe.  

They use:  
 

 The metric measurement system. 

 The imperial measurement system. 

 

5. Oral Communication  
The typical oral communication tasks of Lead Hands are at Complexity Levels 1 and 2. Their most 
complex oral communication tasks are at Complexity Levels 2 and 3.  
 
Lead Hands: 
 

 Train new workers by showing and describing standard tasks and equipment operation. This may 
involve hand gestures and other signals if workers have limited English comprehension. (1) 

 Learn about new production plans or procedures by listening to their supervisors; listen in meetings 
or training sessions to learn how to operate new equipment. (1) 

 Frequently inform production workers and other Lead Hands of production line changes or of new 
procedures or products. (1) 
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 Give performance feedback to production workers to motivate or improve adherence to operating 
procedures or quality standards. (2) 

 Frequently exchange information about production or equipment problems with production/shift 
supervisors, by radio or in person. (2) 

 Answer questions that quality-control, safety or management personnel ask about work procedures 
or product characteristics. (2) 

 May telephone shippers/receivers or suppliers to find out about availability of product ingredients or 
packaging materials, or to request more. (2) 

 May provide information and descriptions of the production process to facility visitors, which may 
include the general public (tours of the facility) or potential buyers. (2) 

 Discuss production priorities with other Lead Hands and the supervisor either on an ad hoc basis or in 
meetings, to change or adjust worker assignments or the flow of materials, to avoid bottlenecks and 
to improve production efficiency. (3) 

 
Modes of Communication Used 
 
Lead Hands communicate:  
 

 In person. 

 Using the telephone. 

 Using a two-way radio or other such means. 

 Using specialized communication signals. They may use hand signals to signal safety concerns or 
movement of materials. They may also use hand signals to demonstrate job tasks when training 
workers who do not speak English well. 

 
Environmental Factors Impacting Communication  
Lead Hands in most production plants are required to wear hearing protection because of high noise 
levels; oral communication can be difficult. Large machinery and plant layout can also limit the use and 
effectiveness of hand signalling. Therefore, frequent radio communication is often used.  

 
 
Other Information  
In many food processing plants there can be number of workers with limited English skills. In this case, 
Lead Hands may be required to train or give feedback to workers using hand signals to demonstrate job 
tasks, or they may have to find someone who can translate for them. Sometimes Lead Hands for a work 
group with a common first language other than English also speak that language and use it for on-the-
job communication.  
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Oral Communication Profile  

 

 
Purpose for Oral Communication 

Type To provide/ receive 
information, explanation, 
direction 

To seek, obtain 
information 

To co-ordinate 
work with that of 
others 

To discuss (exchange 
information, opinions) 

To 
persuade 

To instruct, instill 
understanding, 
knowledge 

Listening (little or no 
interaction)       

Speaking (little or no 
interaction)       

Interact with co-
workers       

Interact with those 
you supervise or 
direct 

      

Interact with 
supervisor/ manager       

Interact with 
customers/ clients/ 
public 

      

Interact with 
suppliers, servicers       

Participate in group 
discussion       

 
 
 

6. Thinking Skills  

6.1 Problem Solving: 

Involves problems that require solutions; most problems concern mechanical challenges, people or 
situations 

 
The Problem Solving Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). The typical problem solving tasks of Lead Hands are at Complexity Levels 1 to 3. Their most 
complex problem solving tasks are at Complexity Level 3.  

 
 
Lead Hands:  
 

 May find that a machine is not producing the product with the required speed or quality. They adjust 
the equipment to solve minor problems, for example, portion-weight or vacuum-seal wrapping. (1) 

 May be told by their supervisor that production priorities have unexpectedly changed during a shift, 
either due to a revised customer order or to machinery malfunction. They delegate new tasks to 
production workers or move them to different machines to optimize production or to change over to 
the new product processes. (2) 
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 May observe that production workers are not following Standard Operating Procedures (SOPs). They 
discuss and demonstrate the correct task performance with the workers, and continue to monitor 
their work performance. (2) 

 May deal with equipment malfunctions or machine failures. They attempt the repairs themselves, 
but in some cases have to call maintenance personnel for assistance. (3) 

 

6.2 Decision Making: 

Refers to making a choice among options.  
 
The Decision Making Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). The typical decision making tasks of Lead Hands are at Complexity Levels 1 and 2. Their most 
complex decision making tasks are at Complexity Level 2.  

 
Lead Hands:  
 

 Decide when to inform the production/shift supervisor or maintenance staff of an equipment 
problem rather than attempting to adjust or repair it themselves. (1) 

 Decide when to inform production/shift supervisors of continued unacceptable performance by a 
production worker. (1) 

 Decide when to shut down machines that are not operating properly. (2) 

 Decide the sequence to complete product runs to prevent contamination by allergens. (2) 

 Decide whether to reject a whole batch of product when a foreign object is found in one small 
portion of a mix. (2) 

 

6.3 Critical Thinking:  

Refers to the process of evaluating ideas or information, using a rational, logical thought process, and 
referring to objective criteria, to reach a rational judgment about value, or to identify strengths and 
weaknesses.  

 
The Critical Thinking Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). The typical critical thinking tasks of Production Supervisors are at Complexity Levels 2 to 3. 
Their most complex critical thinking tasks are at Complexity Level 3. 
 
Lead Hands: 
 

 Evaluate the efficiency of their production. For example, they assess the rate of production against 
established production metrics (e.g. throughput, unit count, etc.) to determine if targets are being 
met. If not, they will make the necessary adjustments to enhance efficiency and production rates. (2) 

 Assess the quality of finished products. For example, they inspect the finished products as they 
complete the production cycle to ensure that all quality parameters (e.g. size, shape, weight, etc.) are 
being met. If quality issues are detected, they evaluate the various processes on the line to 
determine the causes of quality issues and take corrective actions. (2) 
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 Determine how to manage production issues that could compromise customer safety. For example, 
lead hands in a beverage making facility may find that the capping machine is making minute cracks 
in the bottle necks along the packaging line. They stop the line immediately, determine how far along 
in the process the cracking has occurred, decide how much product must be pulled from the line and 
determine if the line can continue or if a shut-down is required. They will report all aspects of issue in 
an incident report which will be referenced in the event that any cracked bottles are shipped to 
customers. (3) 

 

6.4 Job Task Planning and Organizing: 

Refers to the extent to which Production Supervisors plan and organize their own tasks.  
 
The Job Task Planning and Organizing Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). Production Supervisors plan and organize their job tasks at Complexity Level 3. 

 
Description  
Lead Hands are given daily production schedules and instructions from shift/production supervisors. 
Their main task is to ensure that production workers/labourers are performing their tasks efficiently and 
safely, following Standard Operating Procedures (SOPs). Usually more than one product is being 
produced simultaneously. Therefore, a challenge for Lead Hands is to plan ahead by one or more hours, 
so that the timing of production stages ensures an efficient flow of materials through the whole 
production system. Production goals may be interrupted on a daily basis by unexpected customer 
orders, equipment malfunctions, worker absenteeism or an inadequate supply of input or packaging 
materials. Lead Hands must communicate constantly with each other, shift/production supervisors, 
maintenance staff and sometimes with management personnel to adjust production plans and co-
ordinate work priorities within the plant.  
 

6.5 Significant Use of Memory 

Lead Hands:  
 

 Remember passcodes and the entry-code sequence for computer log-on and keypad data entry. 

 Remember product specifications that may vary by customer order. 

 Remember product codes to check that packages are labelled correctly. 

 May remember the disassembly/reassembly order for equipment when making minor repairs or 
demonstrating a cleaning process. 

 

6.6 Finding Information  

Lead Hands perform tasks that involve finding information at Complexity Levels 1 and 2.  

Lead Hands: 
 

 May telephone or radio other departments about availability of raw materials or supplies. (1) 
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 May telephone or use the radio to contact maintenance personnel to ask about equipment 
operation or troubleshooting. (2) 

 May refer to equipment manual diagrams or instructions to find out how to make an adjustment 
or minor repair. (2) 

 Ask the shift/production supervisor about new priorities when changes to the daily production 
schedule occur. (2) 

 
 

7. Working with Others 
The Working with Others Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). Production Supervisors work with others at Complexity Level 4.  
 
Description: 
Lead Hands are part of a team made up of labourers, production workers, production supervisors, 
quality assurance, sanitation, maintenance and shipping/receiving personnel. Some workplaces 
emphasize a formal "team" model of performance, while in others it is implied rather than formalized. 
While many Lead Hands perform production tasks as machine operators, most are also responsible for 
frequent on-the-job training and performance feedback to production workers. Often Lead Hands 
attend weekly or monthly safety meetings. On a daily basis, they communicate with their immediate 
production supervisors, other Lead Hands and quality assurance/HACCP personnel about work priorities.  
 

Participation in Supervisory or Leadership Activities  
 
Lead Hands:  
 

 Participate in formal discussions about work processes or product improvement 

 Have opportunities to make suggestions on improving work processes 

 Monitor the work performance of others 

 Inform other workers or demonstrate to them how tasks are performed 

 Orient new employees 

 Assign routine tasks to other workers 

 May assign new or unusual tasks to other workers 

 

8. Digital Technology  
The Digital Technology Rating Scale ranges from Level 1 (least complex) to Level 5 (most complex). The 
Digital Technology tasks of Industrial Meat Cutters are at Complexity Level 1. 
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Lead Hands: 
 

 May use word processing software. For example, they write short memos to the Maintenance 
Department to request equipment servicing. (1) 

 May use spreadsheets. For example, they may enter daily production totals onto a summary 
spreadsheet. (1) 

 May use communications software. For example, they read and write e-mail messages. (1) 

 May use computer-controlled equipment such as programmable logic control (PLC) systems. For 
example, they may enter or select product codes using a mouse-click, keyboard/keypad entry or 
touch-screen selection in order to designate the fill and wrapping criteria for a product moving 
through a packaging machine. (1) 

 May use databases. For example, they make requests or read follow-up entries in Maintenance 
Request logs. (2) 

 

9. Continuous Learning 
The Continuous Learning Complexity Rating Scale ranges from Level 1 (least complex) to Level 4 (most 
complex). Lead Hands perform Continuous Learning tasks at Level 2.  
 
Description:  
Fairly constant upgrading or replacement of equipment in food processing/production plants means 
that Lead Hands are continuously involved in hands-on learning from supervisors, equipment 
manufacturers or maintenance staff. Often electro-mechanical equipment is being replaced by 
electronically-controlled equipment. With increased computerization, Lead Hands must memorize new 
data entry codes (such as product codes) and keypad or screen input steps. Occasionally, Lead Hands 
must read manuals, updates or circulars on equipment upgrades or operational modifications. When 
new products are introduced, Lead Hands must learn about their specifications, formulation and about 
any special customer requirements. Lead Hands may take upgrading training outside of scheduled work 
time (for example, WHMIS, first aid or forklift refreshers). In workplace safety or quality-assurance 
meetings, Lead Hands are expected to learn about organizational standards of practice from oral and 
video presentations.  
 
How the Learning Occurs  

Learning may be acquired:  

 as part of regular work activity 

 from co-workers 

 through training offered in the workplace 

 through reading or other forms of self-study:  
- at work 
- using materials available through work 

 through off-site training:  
- during working or non-working hours at no cost to the worker 
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 Other Information  
In addition to collecting information for this Essential Skills Profile, our interviews with job incumbents 
also asked about the following topics.  
 

I. Physical Aspects  

Lead Hands usually stand for the duration of their shifts and frequently walk between different areas or 
floor levels of the plants. They must use fine and gross motor skills when operating production 
equipment. Strength demands for Lead Hands are moderate and decreasing as equipment and 
automation is now performing carrying, lifting and dumping tasks for workers. However, many Lead 
Hands still physically move, lift or push heavy materials on a daily basis. It is important that they use 
proper lifting techniques to prevent injury. Lead Hands use their senses to detect if there are production 
or safety problems in their plants. For example, a burning smell or an unusual pitch or timing of sound 
can alert them to equipment malfunctions. 

II. Attitudes 

Lead Hands should be patient and able to adjust to change. They should like working with, supervising 
and teaching other people. They must listen to input from workers and instructions from supervisors. 
They should be willing to work on shifts, and sometimes to work long hours or long work-weeks of more 
than five days. They should be able to prioritize simultaneous requests or production demands, and to 
plan ahead. They should be mechanically inclined and should believe it is important to perform tasks 
correctly. 

III. Future Trends Affecting Essential Skills  

In food processing and production, mechanical systems are rapidly being replaced by electronic systems 

and automated equipment. Lead Hands will need greater knowledge and familiarity with computers, 

electronics and digital process controls. A greater diversity of products and processes will also require 

continuous learning. There is also a trend to move more of the supervisory and decision-making 

responsibility down to the level of Lead Hands as organizational management structures are flattened, 

and as the pace of plant production continues to increase. 
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Food Processing Human Resources Council 

Ottawa, Ontario 

Canada 

www.fphrc.com 

skills@fphrc.ca 

Tel: 613-237-7988 

Toll Free: 1-877-963-7472 

Other Essential Skills Profiles:  

Front Line Worker 

Import/Export Clerk 

Industrial Meat Cutter 

Production Lead Hand 

Material Handler 

Millwright 

Quality Control Manager 

Process Control & Machine Operator 

Food Science Technologist 

Production Supervisor 

Shipper/Receiver 

Sanitation 

HACCP 
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