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INVITATION TO PARTICIPATE 
 
We would like to invite you to participate in the annual survey of compensation for key Wine 
Industry positions. 
 
The attached materials contain the instructions and forms for preparing your input to the 36th 
annual edition of the Wine Industry Compensation Survey.  Last year’s edition of the survey 
contained data from 193 companies with 400+ wineries/vineyards.  Data was submitted on 312 
jobs, with over 14,800 individual employee pay rates. 
 
KEY SURVEY FEATURES - Individual Employee Data Collection, Extensive Editing and 
Validating of Data, Aggregate Data Reporting, Compensation Policies and Practices, Analysis of 
Executive Positions, Full Protection of your Sensitive and Confidential data, Web Page at 
www.wmgnet.com, Data Breakouts by Case Volume, Geographic Area, and National Sales Level. 
 
ANNUAL SURVEY PARTICIPANT/JOB MATCHING MEETINGS - We invite you to attend 
one of our NO COST, NO OBLIGATION Annual Survey Participant/Job Matching Meetings.  We 
will be hosting our in-person meeting on January 8th 2026 at 1:00 PM PST and Zoom on January 
15th 2026 at 9:00 AM PST.  When registering for the meeting you will able to choose the one 
that works best for you.  Potential participants, as well as previous participants, are encouraged 
to attend. 
 
SURVEY SCHEDULE - The survey schedule calls for submission of your input to us by 31 
January 2026 with distribution of the Final Report in April. 
 
SURVEY FEES - The Survey Fee is determined by your annual case production volume and the 
type of report results you choose.  Several discounts are available, see the “Survey Discounts” 
information. 
 
PARTICIPANTS ONLY - Final Reports from the survey are NOT AVAILABLE TO NON-
PARTICIPANTS.  In order to receive the results of this survey, you must be a participant. 
 
Western Management Group is a consulting firm whose practice, since 1972, has been 
exclusively oriented to the development and conduct of third party, specialized compensation 
surveys.  All data received by Western Management Group is safeguarded in accord with the 
highest professional standards.  You may be assured that no company will have independent 
access to your data.  All data for this survey will remain confidential and will not be divulged to 
any outside party. 
 
We would like to thank the members of the 2026 Advisory Team for their support and assistance.  
Should you have any questions, please contact us directly. 
 
Matt Soroka Steve Treder 
Survey Manager Senior Vice President Strategic Development 
+1 408 502 9901 +1 408 337 0304 
Matt@wmgnet.com stevet@wmgnet.com 
 

  

http://www.wmgnet.com/
mailto:donnab@wmgnet.com
mailto:stevet@wmgnet.com
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KEY SURVEY FEATURES 
 
• Actual Total Cash, Most Recent Variable Cash Payout, Other Cash Payout as well as Targeted Bonus Percent. 
 
• Geographic breakouts of data for major regions, state, and over 100 major metropolitan areas throughout the country. 
 
• Case Production, Geographic and Revenue Level breakouts. 
 
• 193 participants with over 400+ wineries/vineyards were included in the 2025 edition. 
 
• 300+ key benchmark jobs, each with detailed job descriptions, and consistent leveling methodologies. 
 
NEW FOR 2026 
 
This year we will be hosting an in-person meeting and virtual Zoom for the 2026 survey.  During the meetings we will review 
jobs and data elements, as well as answer any questions you may have about the survey. 
 

8 January 2025 @ 1:00 PM Pacific - In-Person 
 

15 January 2026 @ 9:00 AM Pacific - Zoom 
 
• New Jobs 
 

50110 Business Intelligence Developer 1 
50120 Business Intelligence Developer 2 
50130 Business Intelligence Developer 3 

51110 User Experience Developer 1 
51120 User Experience Developer 2 
51130 User Experience Developer 3 

 
• Revised Jobs 
 

52020 Marketing Coordinator (Previously 51120) 
 
• New Field 
 

Winery / Vineyard / Brand / Label / Estate Name 
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SURVEY SCHEDULE 
 
Our schedule calls for the production and distribution of this year’s survey results end of April 2025.  In order to meet this output 
schedule, it is extremely important for you to submit your information to us as soon as possible, so we may audit and verify 
your entries, and have adequate time to clarify any data or policy questions with you.  The earlier you submit your data, the 
earlier everyone will be able to access survey reports. 
 

1 January 2026 Effective Date of data 
8 January 2026 In-Person Survey Participant/Job Match Meeting 
15 January 2026 Zoom Survey Participant/Job Match Meeting 
31 January 2026 Deadline for submission of data.  Earn a discount for “on-time” data 
April 2026 Results available for participants via DataCentral® 

 
SURVEY FEES 
 
The report fees for your company will depend on the level of subscription you choose.  The two options offer you the choice of 
the complexity of analyses, comparison, and customizations of results from the survey database.  With all levels of subscription, 
you have access to the results in PDF and XLS Formats, including uploadable versions. 
 
 Standard Report Custom Reports 

Under 50,000 Cases $1,200 $1,725 
50,000 to 199,999 Cases $1,925 $2,500 
200,000 - 999,999 Cases $2,650 $3,275 
1 Million Cases and Over $3,375 $4,050 

 
SURVEY DISCOUNTS 
 
Significant savings are also available to moderate your costs.  Here are some important dates and discounts to keep in mind: 
 
 $500 New Participant Referral Discount for each new participant you refer - PLUS the company you refer also 

receives this discount! 
 

On-Time Discount if you submit your data by 31 January 2026 
 

Under 50,000 Cases $75 
50,000 to 199,999 Cases $100 
200,000 to 999,999 Cases $125 
1 Million Cases and Over $150 

 
Previous Participant Discount for all 2025 Wine Industry Survey Participants 

 
Under 50,000 Cases $150 
50,000 to 199,999 Cases $225 
200,000 to 999,999 Cases $300 
1 Million Cases and Over $375 

 
Participants are invoiced when survey input is received.  All applicable discounts are applied at that time. 
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SURVEY RESULTS - DataCentral® SUBSCRIPTION 
 
There are two levels of results available depending on your needs…whether you only need the basic Standard Report in PDF or 
XLS format covering all of the participants and all of the jobs, or complex reporting “drill-down” capabilities.  All participants will 
receive a FULL YEAR of 24x7 access to DataCentral to download your reports online, and get immediate results.  All reports 
described below will provide the analyses in both PDF and XLS Formats. 
 
All participants will receive 24x7 access to DataCentral® where you can download the Standard Reports which cover all 
participants and all jobs, and Custom Report access where you can define your own selection criteria for selected cuts.  Results 
are provided in both PDF and XLS Formats at no additional cost. 
 
 STANDARD DOWNLOADABLE REPORTS 
 

Download the full survey Standard Report which contains ALL data from ALL participants.  Your data is included in the 
computation of job data statistics and totals.  Available in both Adobe Acrobat and Excel formats, at no additional cost. 

 
• Job Descriptions:  Uploadable job descriptions in Excel, Word and Adobe Acrobat are also provided at no additional 

cost. 
 

• Summary Report:  Displays the employee weighted or simple average of each pay element for each survey job. 
 

• Detail Report:  For each survey job, displays employee weighted averages, simple averages and percentile data for 
each pay element as well as base-to-bonus earnings mix data, and number of employees reported to each FLSA Status 
and Job Match Level. 

 
• Breakout Report:  For each survey job, displays averages of each pay element broken out by Case Production, 

Geographic Area and Revenue. 
 

• Uploadable Excel Report:  Provides a job-by-job spreadsheet report with all of the major statistics and pay elements 
laid out in a readily uploadable format for third party analysis software. 

 
 CUSTOM GENERATED REPORTS 
 

Includes all of the above reports from the Standard level PLUS… 
 

The Custom Report Generator offers detailed and full customized reporting capability.  Ideal for participants who need 
reports based on a selected set of participants or to meet specific scoping criteria.  You may choose to include or exclude 
your own data from the market results calculations, plus you have the ability to filter and compare your data to ALL data 
from ALL participants, or a Geographic area, or Product of your choice.  You have complete control and flexibility in defining 
your own reports. 

 
• Company Selections 
• Weighted and Simple Averages 
• Data Aging 
• Customizable Excel Report 
• Company Size by Revenue or Employment 

• Case Production Levels 
• Geographic Area Region/State/Metro Area 
• Data Elements and Statistics Calculations 
• Custom Percentiles 
• Standard Deviations 

 
• Market Comparison Report:  The Market Comparison Report displays how your company compares to the market 

in graphic and tabular formats. 
 
For a live demonstration of the power, flexibility and capabilities of DataCentral go to www.wmgnet.com and scroll down to 
”Our Features” under “DataCentral” and click on “Take a Test Drive, or contact Matt Soroka  at +1 408 502 9901, 
matt@wmgnet.com for a guided tour. 
 

http://www.wmgnet.com/
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SAMPLE - SUMMARY REPORT 
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SAMPLE - DETAIL REPORT 
 

 
  



 

8 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

SAMPLE - BREAKOUT REPORT 
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SAMPLE - MARKET COMPARISON REPORT 
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2025 PARTICIPANT LIST 
 
A to Z Wineworks 
Almaden Vineyards 
Antinori Napa Valley 
Aperture Cellars 
Apple House Vineyard Office 
Archery Summit Winery 
Argyle/Dundee Wine 
Beaulieu Vineyard 
Benton Lane Winery 
Benziger Family Winery 
Beringer Winery 
Big House Wines 
Big Ranch Road Vineyard 
Bogle Family Wine Collection 
Boisset Collection 
Bonterra Organic Estates 
Booker Winery 
Brown Estate Vineyards 
Buena Vista Winery 
Bundschu Company 
C. Mondavi & Family 
Cakebread Cellars 
Calistoga Depot 
Canandaigua Winery Office 
Canyon Road Cellars 
Chalk Hill Winery 
Chalone Vineyard 
Chamisal Vineyards 
Chandon California 
Chateau Buena Vista 
Chateau Montelena Winery 
Chateau St. Jean 
Chimney Rock Winery 
Classic Wines 
Clif Family Winery & Farm 
Cliff Lede Vineyards 
Columbia Crest Winery 
Constellation Bedford Warehouse 
Napa  
Constellation Brands 
Constellation Chicago Office 
Constellation San Francisco 
Constellation Texas Office 
Crimson Wine Group 
Curtis Winery 
Cutler Vineyards 
Darioush Winery 
De Loach Winery 
Del Dotto Vineyards 
Delicato Family Vineyards 
Distinguished Vineyards & Wine 
Partners 
Domaine Carneros 
Double Canyon Vineyards 
Dry Creek Vineyard 
DuMOL Winery 
Dunnewood Vineyards 
E. & J. Gallo Winery/Fresno 
E. & J. Gallo Winery/Sonoma 
Elizabeth Spencer Winery 
Episode Winery 
Etude Winery 
F. Korbel 

Faust Vineyards 
Ferrari Carano Vineyards & Winery 
Firestone Vineyard 
Flowers Vineyard & Winery 
FN Cellars 
Foley Family Wines 
Foley Sonoma Winery 
Folie A' Deux Winery 
Four Graces Winery 
Frank Family Vineyards 
Franzia Sanger Winery 
Franzia Vineyards 
Fresno Vineyards 
Gallo 
Gargiulo Vineyards 
Gary Farrell Wines 
Golden State Vintners 
Gonzales Winery 
Grape Creek Vineyards 
Groth Vineyards & Winery 
Hall Wines 
Hamel Family Wines 
Harlan Estate 
Hess Persson Estates 
Honig Vineyard & Winery 
Hourglass Wine  
Huneeus Vintners 
Infinity Bottling 
Inglenook Winery 
Integrated Beverage Company 
J. Lohr Vineyards & Winery 
Jackson Family Wines 
JCB Lounge at the Ritz-Carlton 
JCB Tasting Salon 
Joel Gott 
John Anthony Wines 
Joseph Phelps Vineyards 
Justin Winery & Vineyard 
King City Vineyards 
Kuleto Estate Family Vineyards 
Lambert Bridge Winery 
Landmark Vineyards 
LangeTwins Winery 
Lasseter Family Winery 
Laurent Perrier USA 
Lawrence Wine Estates 
Lincourt Vineyards 
Lingua Franca Winery 
Lodi Distribution Center 
Lutum Wines 
Mac Rostie Winery 
Malene Wines 
Markham Vineyards 
McFarland Vineyards 
Mission Bell Winery 
Mogen David Winery 
Montevina Wines 
Napa Bottling Center 
Napa Cellars 
Napa Wine Company 
Neyers Vineyard 
O'Neill Vintners & Distillers 
Oakville Grocery 

Oakville Wine Merchant 
Opus One 
Pacific Union  
Paso Cellars 360  
Paul Hobbs Winery 
Paul Masson Cellars 
Peju Province Winery 
Pernod Ricard Kenwood 
Pernod Ricard Winemakers USA 
Peter Michael Winery 
Pine Creek Vineyards 
Pine Ridge Winery 
Plump Jack Winery 
Price Family Vineyards & Estates 
Purple Brands 
Quady Winery 
Quarry Lake Winery 
Quintessa 
Quintessential Wines 
Rack & Riddle Custom Wine 
Services 
Raymond Vineyard & Cellar 
Realm Cellars 
Ridge Vineyards & Winery 
Robert Mondavi 
Robert Sinskey Vineyards 
Rodney Strong Vineyards 
Round Pond Estate 
Rutherford Hill Winery 
Sanford Winery 
Schramsberg Vineyards 
Scribe Winery 
Sebastiani Vineyards 
Seghesio Family Vineyards 
Seven Hills Winery 
Silver Oak Wine Cellars 
Silverado Vineyards 
Simi Winery 
Soledad Vineyards 
Sonoma Bottling Facility 
Sonoma Warehouse & Bottling  
St. Francis Winery & Vineyards 
St. Supery Vineyards & Winery 
Stags Leap Winery 
Ste. Michelle Wine Estates 
Sterling Vineyards 
Stoller Wine Group 
Sutter Home Vineyards 
Terlato Wine Group 
The Donum Estate 
The Duckhorn Portfolio 
The Family Coppola 
The Prisoner Wine Company 
The Wine Group 
The Wonderful Company 
Three Rivers Winery 
Treasury Wine Estates Americas 
Trefethen Vineyards Winery 
Trinchero Central Coast 
Trinchero Family Estates 
Trinchero Lodi  
Trinchero Napa Valley 
Union Wine Company

  



 

11 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

PolicyCentral® - ONLINE POLICIES AND PRACTICES RESOURCE 
 
Compensation related policy and practices information from all of our surveys is collected and analyzed through our website at 
PolicyCentral - your online source for the compensation policy issues.  Simply log on at www.wmgnet.com and click on 
PolicyCentral to complete this portion of your survey. 
 

• 2025 Actual Pay Increase & Salary Structure 
Adjustments 

• 2026 Approved Pay Increase Budgets & Salary 
Structure Adjustments 

• 2026 Projected (Pending Approval) Pay Increase 
Budgets & Salary Structure Adjustments 

• Bonus: Gainsharing 
• Bonus: Group/Unit Performance 
• Bonus: Hire-On 
• Bonus: Individual Performance 
• Bonus: Lump Sum in Lieu of Merit Increase 
• Cost of Employee Benefits as a % of Payroll 
• Employment Turnover 
• Geographic Pay Differential 
• Holidays 2026 

• Insurance: Group Life 
• Insurance: Medical and Health 
• On-Call/Standby Pay: Call-in Pay 
• On-Call/Standby Pay: Holidays 
• On-Call/Standby Pay: Monday-Friday 
• On-Call/Standby Pay: Saturday 
• On-Call/Standby Pay: Sunday 
• Paid Personal Time Off - PPTO 
• Paid Sick Leave 
• Paid Vacation 
• Pay Administration Methods 
• Pay Range: Methods & Policies 
• Retirement: Defined Contribution Plans 401(k) 
• Tasting Room Commissions 
• Wine Club Commission/Incentive Pay Practices 

 
We understand that it may require an initial investment of your time to enter your company’s data the first time for these “Core 
Topics”, but once your data is in, updating it next year won’t take as much of your time; you only need to review and update 
your changes for “time sensitive” topics annually.  All of your previous data is retained for modification, and if you are in multiple 
WMG surveys, you only need to enter/update annually, and it covers all of your surveys, and you will be eligible for multiple 
discounts! 
 
Over 100 additional topics are also available and once you enter your own data on any topic, you can generate a report for that 
topic. 
 
In PolicyCentral You are able to customize your reports by selecting specific companies, product groups, survey 
groups, geographic areas, and more.  You can also receive reports in colorful graphics and uploadable 
spreadsheet format - all free of any charge. 
 
Enhanced Selection and Reporting Capability can be based on the following:  (Data will not be displayed if there are less than 
5 organizations reporting.) 
 

• Ability to Include or Exclude your own data 
• Age of Data 
• Annual $ Revenue 
• Annual Case Production 
• Employee Population 
• Headquarters Location 

• Industry 
• Results loadable to Excel and CSV formatted files 
• Size of Organization 
• Specific Company Selections 
• Specific WMG Survey Participants 
• Tabular and Graphic Analysis/Display 

 
You can log-on at www.wmgnet.com to report and access your PolicyCentral information.  If you are a new participant, or 
have misplaced your username and password, call or email Matt Soroka at +1 408 502 9901 or matt@wmgnet.com.

http://www.wmgnet.com/
http://www.wmgnet.com/
mailto:donnab@wmgnet.com
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PREVIOUS JOB MATCH REPORT 
 
If you were a participant in the 2025 Wine Industry Compensation Survey, and need access to the data you submitted last year, 
please call or email Matt Soroka at +1 408 502 9901 or matt@wmgnet.com. 
 
DATA CONFIDENTIALITY, PRIVACY, AND SECURITY 
 
Participation in this survey implies agreement to provide employee pay and benefits data to WMG to be used for the production 
of compensation surveys.  The results of said surveys will be released to all participants on a mutual exchange basis, providing 
that the normal data privacy, confidentiality, and security provisions are met.  WMG does not collect personally-identifiable 
information for our surveys (such as Employee ID, Social Security, name, phone numbers, eMail, credit card, etc.), and has a 
number of safeguards in effect to protect the confidentiality of the company and employee data: 
 
• No company or individual employee identification will be associated with any data or reports generated from the database, 

except a participant's own data presented to them in the reports. 
 
• All reports and data presentations are available in "aggregate" form only and display summary information only. 
 
• To ensure confidentiality, reports will NOT be produced for any participant unless the following criteria are met: 
 

• Report requests should contain a minimum of five or more survey participants, in addition to the requester. 
 

• No reports on individual jobs will be produced in which data from any single participant (other than the requester) 
represents over 25% of the total data in a given job OR if there are less than five companies (including your own) 
reporting data on a given job. 

 
With regards to GDPR, we continually follow and monitor the best practices of data collection, handling, storage, and security 
to ensure that we are in full compliance with this and similar regulations.  Please contact us directly for the latest copy of our 
GDPR, privacy, and data protection policy. 
 
Western Management Group conducts a variety of surveys.  Each is designed to uniquely cover a particular industry, function, 
and/or geography.  Nevertheless, in some cases there is overlap of specific jobs over two or more WMG surveys. 
 
When there are identical job descriptions in two or more surveys, WMG shares the data submitted on those jobs between the 
surveys.  In this way we’re able to maximize the data coverage, and present the most robust possible reflection of the true labor 
market. 
 
Therefore, on some jobs, the data participants submit to a specific WMG survey may be reported back in two or more WMG 
surveys that year. 
 
If you have any questions regarding our data-sharing policy and procedure, please feel free to contact us. 
 
At no time is any of the information provided by participants to our surveys shared, stored, or handled by any third parties. 
 

mailto:donnab@wmgnet.com
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SmartScreen® - DATA ENTRY SIMPLIFIED 
 
A pre-formatted SmartScreen Excel template is available to simplify your data entry.  The SmartScreen template is an Excel 
based application that provides a flexible/user friendly interface to input, validate and securely submit your survey data. 
 
SmartScreen also provides you with an import capability and validity checking for those with large files for submission.  You 
can “cut & paste” into it from your other internal data sources.  The spreadsheet will highlight data that is not formatted correctly 
and/or data that does not fall within specified reasonable limits on each job.  You are able to verify your data before submitting 
it to WMG, thus greatly increasing the validity of the data.  It is available at no additional cost. 
 
You can download the SmartScreen Excel template from: 
 

https://www.wmgnet.com/dnn8/Portals/0/Surveys/WI/WI26 smartscreen.xlsm 
 
Once you have entered your data, performed the “Validate Pay Data” function of your SmartScreen and saved your data on 
your computer, you can submit your SmartScreen as follows: 
 

• Save the file, click on the “SUBMIT” tab and follow the easy steps to upload directly and securely to the WMG website.  
This is your most secure method to submit your data, as it is sent in an encrypted format. 

 
OR 

 
• Save the SmartScreen file to a location of your choice on your computer.  Attach the completed file to an e-mail 

message and send to Matt Soroka at matt@wmgnet.com. 
 

OR 
 

• Use the following URL to upload your file directly to WMG: 
 

https://www.wmgnet.com/SmartScreenUpload/SmartScreenUpload.aspx?survey=WI26 
 
When your SmartScreen data is received in our office, it is reviewed and edited for completeness, reasonability and validity 
prior to acceptance and use in the survey database.  All data is passed against complex edit standards that have been designed 
to identify questionable data entries and job matches.  All data entries that do not meet this check will be brought to your 
attention for verification and must be either substantiated or eliminated. 
 
We strongly recommend that you keep a file copy of all information submitted to the survey for reference should we need to 
contact you for verification, and as a protection against loss.  If you need assistance interpreting the input requirements, 
matching your jobs to the survey classifications or completing your SmartScreen please call or email Matt Soroka at +1 408 
502 9901 or matt@wmgnet.com. 
 

http://www.wmgnet.com/dnn8/Portals/0/Surveys/WI/WI18%20SmartScreen.xls
http://www.wmgnet.com/dnn8/Portals/0/Surveys/WI/WI18%20SmartScreen.xls
mailto:donna@wmgnet.com
mailto:donnab@wmgnet.com
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SmartScreen® - LAYOUT AND SPECIFICATIONS 
 
A pre-formatted Excel template called SmartScreen is available at no additional cost.  The SmartScreen template assists 
participants in editing and verifying data as well as allows participants to submit data directly online through the WMG website.  
You can download your data entry Excel template from www.wmgnet.com.  Please call Matt Soroka at +1 408 502 9901 if you 
have questions about the use of the SmartScreen, have a data file exceeding 65,000 records, or have formatting questions on 
your file. 
 
• Report annual dollars, whole numbers - do not include cents 
• If you have used formulas to calculate fields, convert the formulas to “values” prior to uploading to SmartScreen 
• DO NOT include decimals, dollar signs ($) or cents - These will be formatted for you 
• DO NOT add columns of information not defined on the Record Layout below 
• DO NOT use any field delimiters 
• DO NOT include or add hidden columns 
• DO NOT change the order of the columns 
• DO NOT assign a password to the document.  You can use the “Submit” tab to directly and securely upload your file 
 

Column Survey Data Element Definitions Page 
 

A Survey Job Code 15 
 

B Company Job Title 15 
 

C Case Production Volume Code 15 
 

D Pay Type 15 
 

E Gender 15 
 

F Actual Base Pay 15 
 

G Most Recent Variable Cash Payout 15 
 

H Other Cash Payments 16 
 

I Actual Total Cash 16 
 

J Variable Cash Eligibility Code 16 
 

K Target Bonus Percentage 16 
 

L Workplace 16 
 

M Workplace Zip Code 16 
 

N Survey Record Number 17 
 

O Full Time/Part Time/Seasonal Code 17 
 

P Union Code 17 
 

Q Supervisor / Manager Authority 17 
 

R Total Span of Control 17 
 

S Winery / Vineyard / Brand / Label / Estate Name 17 
 

T Notes and Comments 17 
 

http://www.wmgnet.com/
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SURVEY DATA ELEMENTS 
 
A. SURVEY JOB CODE:  Identifies the job for which data is being reported.  Refer to the accompanying descriptions for 

detailed job content and to verify job matching requirements and scoping factors. 
 
B. COMPANY JOB TITLE:  Enter your internal company job title for each job reported. 
 
C. CASE PRODUCTION VOLUME CODE:  Defines the annual case production volume for the work location of the 

reported employee.  If you have multiple operations/locations submit separate inputs and identify the appropriate Case 
Production Volume code accordingly. 

 
AA =  Under 50,000 Cases 

 
BB =  50,000 to 199,999 Cases 

 
CC =  200,000 to 999,999 Cases 

 
DD =  1 Million Cases and Over 

 
D. PAY TYPE:  Please enter your base pay rates as either an hourly amount or an annualized amount. 
 

H =  Hourly 
 

A =  Annual 
 
E. GENDER:  Identifies the gender of the employee: 
 

F =  Female 
 

M =  Male 
 

X =  Non-Binary/Other 
 
F. ACTUAL BASE PAY:  Actual base salary is regular base salary paid through the payroll.  Such payments represent 

pre-tax and pre-401(k) amounts.  Include all cash earned as base salary.  Exclude all incentive-related income (to be 
reported under BONUS below).  Utilize the annual base pay rate in effect as of 1 January 2026. 

 
G. MOST RECENT VARIABLE CASH PAYOUT:  Annual cash payments earned for the most recent completed plan 

year for any of the following programs.  Such programs should be regularly scheduled, planned variable pay delivery 
systems (whether individually-qualified or group-qualified), not ad hoc, spontaneous, one-time payouts.  Report actual 
amounts earned, most recent years whether paid yet or not, not targeted amounts. 

 
Include: 

Individual Performance Bonus Key Contributor Awards 
MBO Bonus Cash Profit Sharing 
Sales Incentives/Commissions Gainsharing Awards 

 
Exclude: 

Deferred Compensation Overtime 
Car Allowances Shift Differentials 
Hiring Bonuses Holiday Bonus 
Retention Bonuses 

 
Do not include partial year payments.  If variable cash amounts are for less than a full year: Annualize variable 
performance earnings. 
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H. OTHER CASH PAYMENTS:  Annual cash payments earned for the most recent completed plan year for any of the 
following programs.  Such programs should be ad hoc, spontaneous, one-time payouts, not from regularly scheduled, 
and planned variable pay delivery systems (whether individually-qualified or group-qualified).  Report actual amounts 
earned, most recent years whether paid yet or not, not targeted amounts. 

 
Include: 

Hiring Bonuses Retention Bonuses 
Holiday Bonuses One-time Promotional Bonuses 

 
Exclude: 

Individual Performance Bonus MBO Bonus 
Sales Incentives/Commissions Key Contributor Awards 
Cash Profit Sharing Gainsharing Awards 
Deferred Compensation Car Allowances 
Overtime Shift Differentials 

 
I. ACTUAL TOTAL CASH:  The annual total an individual earned from the total of Base Pay + Most Recent Variable 

Cash Payout + Other Cash Payments. 
 
J. VARIABLE CASH ELIGIBILITY CODE:  Indicate whether the employee was eligible to receive a Most Recent Variable 

Cash Payout or Other Cash Payments in the most recent plan year.  “Eligibility” can refer to those in a formal or informal 
bonus plan.  Employees may have been eligible, but did not actually receive payouts. 

 
0 =  Not eligible for either Bonus or Other Cash 

 
1 =  Only eligible for Bonus Program 

 
2 =  Only eligible for Other Cash 

 
3 =  Eligible for Both Bonus and Other Cash 

 
K. TARGET BONUS PERCENTAGE:  Potential amount to be paid, as a percentage of base salary, should the 

individual/company achieve 100% of defined targeted performance goals for the current fiscal year (in most cases, 
this will be 2025).  Target amount should be expressed as a percentage of base salary, to one decimal place.  Pro-rate 
for full year performance.  Do not report partial year targets. 

 
L. WORKPLACE:  Enter the code which best indicates the workplace arrangement for the employee.  If they work 80% 

or more in one location, choose that location.  This is an optional field, so please do not report if you are unable to 
accurately determine the employee workplace. 

 
O = Office:  This is where the employee works at a facility which is provided by the employer.  Includes traditional 

office, plant, factory, laboratory, campus, store, and similar work locations. 
 

H = Home:  This is where the employee works from their own home. 
 

F = Field:  This is where the employee normally works in the field, not in an office or home situation.  This code 
typically applies to travelling, sales, and service employees. 

 
Z = Combination:  Use this code if the employee works in more than one location, but not 80% in a single 

 
M. WORKPLACE ZIP CODE:  Enter the 5-digit Postal ZIP Code of the WORKPLACE LOCATION of the employee. 
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N. SURVEY RECORD NUMBER:  Enter a unique record number assigned to the line of data which enables internal 
tracking and verification of the pay information reported to the survey.  This can be as simple as a number sequence 
starting at 1 for the first record, and indexing up to the full count of records being submitted. 

 
You may use any scheme meeting your own needs which will allow you to associate the data with your own employees 
and provide for easy reference should we need to contact you to clarify, audit, or verify your input data.  DO NOT 
submit Social Security Number, Employee ID, Payroll ID, or any other personally-identifiable-
information which you would consider confidential, or could in any way compromise the confidentiality 
of the individual pay data reported for your employees. 

 
O. FULL-TIME/PART-TIME/SEASONAL CODE:  Indicate the status for each incumbent using one of the following 

codes: 
 

F =  Full Time (works 40 hours per week) 
 

P =  Part Time (works less than 40 hours per week) 
 

S =  Seasonal:  Indicates employee is on a short term employment arrangement that is no longer than 90 days, 
regardless of hours worked per week.  Benefits are not normally provided. 

 
P. UNION CODE:  Indicates employees whose pay is determined by a Collective Bargaining Unit Agreement.  Apply one 

of the following codes for each incumbent: 
 

Y =  Union 
 

N =  Non-Union 
 
Q. SUPERVISOR/MANAGER AUTHORITY:  Indicates employees who perform actual supervisory/managerial duties.  

Such as the following duties: performance evaluation, hire/fire authority, discipline, attendance, training and 
development and may have budgetary responsibilities.  Please use the following codes: 

 
Y =  Has supervisory/managerial authority 

 
N =  Does not have supervisory/managerial authority 

 
R. TOTAL SPAN OF CONTROL:  The total number of direct and indirect reports for which a managerial position has 

supervisory responsibility.  Only enter this information for the managerial and executive jobs.  
 

For Example: A second level manager who has 3 subordinate managers, each of which have 5 employees, would be 
reported as 18 (3+5+5+5).  Please assign the following letter based on span of control: 

 
A =  Less than 5 Employees 

 
B =  5 to 19 Employees 

 
C =  20 to 49 Employees 

 
D =  50 to 149 Employees 

 
E =  150 Employees and Over 

 
S. WINERY / VINEYARD / BRAND / LABEL / ESTATE NAME:  If you are submitting data for more than one 

identifiable business unit, such as a distinct winery, vineyard, brand, label, or estate within your portfolio, please use 
this field to identify the name of the specific business unit where the employee works. 

 
T. NOTES AND COMMENTS:  Enter information which will help to explain where data has been derived, or why the 

value of a field is outside of the audit limits.  The information entered here is only visible to your company and WMG.
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SURVEY JOBS INDEX NEW AND REVISED POSITIONS INDICATED IN BOLD RED ITALICS 
 
EXECUTIVES 
 
10 Chief Executive Officer 
30 Chief Operating Officer 
60 President 
75 General Manager/Site Operations Manager 
100 Chief Financial Officer 
105 Executive Vice President Sales 
110 General Counsel 
130 Chief Technology Officer 
195 Vice President Operations 

205 Vice President Winemaking 
300 Vice President Vineyard Operations 
400 Vice President Marketing and Sales 
420 Vice President Marketing 
430 National Sales Manager (No Direct Reports) 
450 Vice President Human Resources 
460 Vice President Digital/eCommerce 
470 Vice President Social Networking/Media 

 
ADMINISTRATIVE / CLERICAL SUPPORT 
 
1001 Clerical Support 1 
1002 Clerical Support 2 
1003 Clerical Support 3 
1031 Executive Assistant 1 
1041 Administrative Assistant 1 

1042 Administrative Assistant 2 
1051 Receptionist 1 
1052 Receptionist 2 
1053 Receptionist 3 
1197 Office Supervisor/Manager 

 
LEGAL 
 
1801 Paralegal 1 
1802 Paralegal 2 
1821 Attorney 1 

1822 Attorney 2 
1823 Attorney 3 

 
HUMAN RESOURCES 
 
2005 Human Resources Specialist 
2011 General Human Resources Representative 1 
2012 General Human Resources Representative 2 
2013 General Human Resources Representative 3 
2181 Training and Development Specialist 1 
2182 Training and Development Specialist 2 
2183 Training and Development Specialist 3 
2188 Training and Development Manager 

2371 Health and Safety Specialist 1 
2372 Health and Safety Specialist 2 
2373 Health and Safety Specialist 3 
2398 Environmental Health and Safety Manager 
2407 Human Resources Supervisor 
2418 Human Resources Manager 
2429 Human Resources Director 

 
FINANCE / ACCOUNTING 
 
4001 Accounting Assistant 1 
4002 Accounting Assistant 2 
4003 Accounting Assistant 3 
4004 Accounting Assistant 4 
4021 Accountant 1 
4022 Accountant 2 
4023 Accountant 3 
4046 Accounts Receivable Manager 
4047 General Accounting Supervisor 
4051 Payroll Assistant 1 
4052 Payroll Assistant 2 
4053 Payroll Assistant 3 
4062 Payroll/Personnel Administrator 

4097 Payroll Supervisor 
4098 Payroll Manager 
4148 Cost Accounting Manager 
4151 Business/Financial Analyst 1 
4152 Business/Financial Analyst 2 
4153 Business/Financial Analyst 3 
4158 Business/Financial Analyst Manager 
4398 Credit & Collections Manager 
4489 Tax Director 
4492 General Accounting Manager 
4496 Finance Director 
4497 Assistant Controller 
4498 Controller 
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PURCHASING 
 
5011 Buyer 1 
5012 Buyer 2 
5013 Buyer 3 

5048 Purchasing/Procurement Manager 
5049 Purchasing/Procurement Director 

 
WAREHOUSE / DISTRIBUTION 
 
5201 Loader/Stager 1 
5202 Loader/Stager 2 
5211 Shipping/Receiving Clerk 1 
5212 Shipping/Receiving Clerk 2 
5213 Shipping/Receiving Clerk 3 
5214 Shipping/Receiving Clerk Lead 
5231 Warehouse/Barrel Worker 1 
5232 Warehouse/Barrel Worker 2 
5233 Warehouse/Barrel Worker 3 
5234 Warehouse/Barrel Worker Lead 
5237 Warehouse/Barrel Supervisor 
5238 Warehouse/Barrel Manager 
5281 Forklift Operator 
5283 Light Truck Operator 
5285 Heavy Truck/Vehicle Operator 
5296 Distribution Supervisor 1 
5297 Distribution Supervisor 2 
5298 Stores/Shipping/Receiving Manager 

5302 Production Coordinator 
5315 Production & Material Planning Capacity Analyst 
5321 Production Planner/Scheduler 1 
5322 Production Planner/Scheduler 2 
5323 Production Planner/Scheduler 3 
5324 Master Scheduler 
5328 Production & Capacity Planning Manager 
5431 Logistics/Transportation Analyst 1 
5432 Logistics/Transportation Analyst 2 
5433 Logistics/Transportation Analyst 3 
5448 Logistics/Transportation Manager 
5467 Import/Export Supervisor 
5521 Supply Chain Planner/Analyst 1 
5522 Supply Chain Planner/Analyst 2 
5523 Supply Chain Planner/Analyst 3 
5527 Supply Chain Supervisor 
5528 Supply Chain Manager 
5529 Supply Chain Director 

 
INFORMATION TECHNOLOGY 
 
6261 PC Support Technician 1 
6262 PC Support Technician 2 
6263 PC Support Technician 3 
6312 Applications Programmer/Analyst 2 

6313 Applications Programmer/Analyst 3 
6498 Information Technology Manager 
6499 Information Technology Director 

 
FACILITIES / MAINTENANCE 
 
6501 Maintenance Worker 1 
6502 Maintenance Worker 2 
6503 Maintenance Worker 3 
6505 Maintenance Specialist - Journey Level 
6506 Vehicle/Truck Maintenance Mechanic 1 
6507 Vehicle/Truck Maintenance Mechanic 2 
6508 Vehicle/Truck Maintenance Mechanic 3 
6510 Winery and Facilities Maintenance Mechanic 1 
6511 Winery and Facilities Maintenance Mechanic 2 
6512 Winery and Facilities Maintenance Mechanic 3 
6514 Bottling Line Maintenance Mechanic 1 
6515 Bottling Line Maintenance Mechanic 2 
6516 Bottling Line Maintenance Mechanic 3 
6525 Control Technician 
6545 Maintenance Mechanic - Journey Level 
6547 Maintenance Supervisor 
6610 Culinary Gardener 

6612 Groundskeeper 2 
6613 Groundskeeper 3 
6616 Groundskeeper Lead 
6617 Landscape Supervisor 
6641 Janitor/Custodian 1 
6642 Janitor/Custodian 2 
6643 Janitor/Custodian Lead 
6671 Security Guard 
6673 Security Guard Lead 
6697 Facilities Supervisor 
6698 Facilities Manager 
6701 Shop Mechanic 1 
6702 Shop Mechanic 2 
6707 Shop Mechanic Supervisor 
6708 Shop Mechanic Manager 
6709 Maintenance/Construction Manager 
6710 Maintenance Director 
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VINEYARD OPERATIONS 
 
20010 Vineyard Worker 1 
20020 Vineyard Worker 2 
20030 Vineyard Worker 3 
20040 Vineyard Worker Lead 
20200 Vineyard Supervisor/Foreman 
20210 Vineyard Manager 
20230 Vineyard Director 
21030 Test Stand Sample Puller 
21110 Viticulturist Technician 1 
21130 Viticulturist Technician 2 
22110 Viticulturist 1 
22130 Viticulturist 2 
22200 Viticulturist Supervisor 
22210 Viticulturist Manager 
23130 Grower Relations Representative 

23220 Grower Relations Manager 
23230 Grower Relations Director 
24020 Tractor Driver 1 
24030 Tractor Driver 2 
25020 Irrigator 2 
25030 Irrigator 3 
26020 Recordkeeper/Inventory Analyst 2 
26030 Recordkeeper/Inventory Analyst 3 
26210 Inventory Control Manager 
27110 Government Compliance Analyst 1 
27120 Government Compliance Analyst 2 
27130 Government Compliance Analyst 3 
27220 Government Compliance Manager 
27230 Government Compliance Director 

 
WINERY OPERATIONS 
 
30010 Cellar Crew 1 
30020 Cellar Crew 2 
30030 Cellar Crew 3 
30040 Cellar Crew Lead 
30200 Cellar Supervisor 
30210 Cellarmaster 
30230 Cellar Operations Director 
31010 Bottling Line Worker 1 
31020 Bottling Line Worker 2 
31030 Bottling Line Worker 3 
31040 Bottling Line Worker Lead 
31200 Bottling Supervisor 
31210 Bottling Manager 
31230 Bottling Operations Director 
32020 Sanitation/Cleanroom Operator 2 
32030 Sanitation/Cleanroom Operator 3 
32210 Plant Manager 
33110 Assistant Winemaker 
33210 Winemaker 1 

33220 Winemaker 2 
33230 Winemaking Director 
34110 Lab Technician 1 
34120 Lab Technician 2 
34130 Lab Technician 3 
34140 Lab Technician Lead 
35110 Enologist 1 
35130 Enologist 2 
35200 Laboratory/Quality Control Supervisor 
35210 Laboratory/Quality Control Manager 
35230 Laboratory/Quality Control Director 
36110 Quality Control Technician 1 
36120 Quality Control Technician 2 
36130 Quality Control Technician 3 
37110 Sustainable Development Specialist 1 
37120 Sustainable Development Specialist 2 
37130 Sustainable Development Specialist 3 
37210 Sustainability Manager 
37230 Sustainability Director
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HOSPITALITY 
 
40010 Room Attendant/Housekeeper 1 
40020 Room Attendant/Housekeeper 2 
40030 Room Attendant/Housekeeper 3 
40200 Housekeeping Supervisor 
41010 Wine Club Representative 1 
41030 Wine Club Representative 3 
41040 Wine Club Representative Lead 
41130 Wine Educator Local 
41131 Wine Educator National 
42030 Special Events Coordinator 
42200 Catering and Event Service Supervisor 
42210 Wine Club Manager 
42211 Events Manager 
43020 Tasting Room Host/Hostess 1 
43030 Tasting Room Host/Hostess 2 
43110 Tour Guide 
43130 Tasting Room Host/Hostess Premium Brands 
43140 Tasting Room Lead 
43200 Tasting Room Assistant Manager 
43210 Tasting Room Manager 

44010 Retail Cashier 
44020 Tasting Room Concierge 
44030 Retail Sales Associate 1 
44040 Retail Sales Associate 2 
44120 Tasting Room Merchandizer 
44220 Retail Operations Manager 
44230 Retail Operations Director 
45010 Hospitality Representative 1 
45020 Hospitality Representative 2 
45030 Hospitality Representative 3 
45200 Hospitality Supervisor 
45210 Hospitality Manager 
45230 Hospitality Director 
46020 Dishwasher 
46030 Waitstaff 
47020 Cook 2 
47030 Cook 3 
47200 Sous Chef 
47220 Chef du Cuisine 
47230 Executive Chef 

 
MARKETING 
 
50110 Business Intelligence Developer 1 
50120 Business Intelligence Developer 2 
50130 Business Intelligence Developer 3 
51110 User Experience Developer 1 
51120 User Experience Developer 2 
51130 User Experience Developer 3 
52020 Marketing Coordinator 
52110 Public Relations Specialist 1 
52130 Public Relations Specialist 2 
52230 Public Relations Manager/Director 
53120 Demand Planner 2 
53130 Demand Planner 3 
53220 Marketing Manager 1 (Less Than 100k Case 

Production) 
53221 Marketing Manager 2 (100k or More Case 

Production) 
53222 Marketing Communications Manager 

53230 Marketing Director 
53310 Associate/Assistant Brand Manager 
53311 Brand Manager 
53312 Senior Brand Manager 
53313 Brand Director 
54120 Direct to Consumer Marketing Support Specialist 
54320 Direct to Consumer Marketing Manager 
55230 Direct to Consumer Marketing Director 
56130 Category Management Analyst 
56140 Senior Category Management Analyst 
57120 Packaging Designer 2 
57130 Packaging Designer 3 
58120 Graphic Design Specialist 
58230 Graphic Design Manager/Director 
59120 Pricing Coordinator 2 
59130 Pricing Coordinator 3 
59220 Pricing Manager 
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SALES 
 
60010 Customer Service Representative 1 
60020 Customer Service Representative 2 
60030 Customer Service Representative 3 
60200 Customer Service Supervisor 
60220 Customer Service Manager 
61030 eCommerce Associate Outbound Sales 
61120 Retail Merchandising Specialist 
61210 Retail Merchandising Manager 
62020 Sales Coordinator 2 
62030 Sales Coordinator 3 
64120 Sales and Marketing Analyst 2 
64130 Sales and Marketing Analyst 3 
65110 Direct Sales Representative 1 

65130 Direct Sales Representative 3 
65220 Sales Operations Manager 
66120 Distributor Sales Relationship Manager 1 
66320 Distributor Sales Relationship Manager 2 
66330 Distributor Sales Relationship Manager 3 
67220 Regional Sales Manager 
67221 Major Account Manager 
67230 National Sales Manager (Direct Reports) 
67320 International Sales Manager 
69110 Sales Business Analyst 1 
69120 Sales Business Analyst 2 
69130 Sales Business Analyst 3 
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SURVEY JOB LEVELING FACTORS 
 
Please use the following Job Leveling Factors to determine the proper leveling of a job family matched to in Sales/Marketing, 
Vineyards Operations, Winery Operations and Hospitality functional areas.  Job Codes series 2xxxx, 3xxxx, 4xxxx, 5xxxx 
and 6xxxxx.  These are general guidelines and not meant to be specific to every situation.  The employee should perform at 
least 80% of the content of the job to be reported as a match to it. 
 
• Administration and Technical Support Structure - Roles typically are those which perform routine or repetitive tasks 

which do not require higher education, but may require skills acquired through time, hands-on experience, technical or 
trade schooling. 

 
• Entry Level - (Job Code XX010) 

• Skill Level:  Formal/Informal Training Program. 
• Assignments:  Routine or repetitive tasks with specific instructions and set procedures. 
• Experience:  No experience required, with the typical incumbent possessing up to 3 years of related experience. 
• Education:  None required. 
• Supervision:  Close supervision. 

 
• Intermediate Level - (Job Code XX020) 

• Skill Level:  Fully Trained. 
• Assignments:  Semi-routine tasks of moderate complexity requiring some discretion and use of limited judgment and 

initiative. 
• Experience:  Requires 1 - 3 years of directly related experience, with the typical incumbent possessing 4 or more years 

of experience. 
• Education:  None required in non-technical positions.  May require some higher education or specialized training or 

certification in technical positions. 
• Supervision:  Limited with spot checks. 
• Population Distribution:  20% to 35%. 

 
• Career Level - (Job Code XX030) 

• Skill Level:  Fully Qualified. 
• Assignments:  Advanced and complicated tasks requiring considerable judgment, independent analysis and detailed 

knowledge of the position and procedures. 
• Experience:  Requires 4 - 6 years of directly related experience, with the typical incumbent possessing 6 or more years 

of experience. 
• Education:  May require some higher education or specialized training or certification in non-technical positions.  

Typically requires higher education or specialized training or certification in technical positions. 
• Supervision:  General, and may provide working leadership or guidance to lower-level employees. 
• Population Distribution:  35% to 65%, bulk of job family population. 

 
• Lead Level - (Job Code XX040) 

• Skill Level:  Specialized Knowledge of systems or tools. 
• Assignments:  Advanced and highly complex tasks requiring specialized knowledge, judgment, independent decision 

making. 
• Experience:  Requires 7 - 10 years of directly related experience, with the typical incumbent possessing 10 years or 

more of experience.  Recognized internally as a specialist resource or subject matter expert. 
• Education:  Requires higher education or specialized training or certification. 
• Supervision:  General, and typically provides working leadership or guidance to lower-level employees. 
• Population Distribution:  15% to 20%, small and exclusive population. 
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SURVEY JOB LEVELING FACTORS (continued) 
 
• Professional Structure - The roles which are found in this structure are those which are highly skilled professionals of a 

technical, professional-administrative or sales-nature.  Typically require a college Degree or equivalent. 
 

• Entry Level - (Job Code XX110) 
• Skill Level:  Formal/Informal Training Program. 
• Assignments:  Entry-level professional activities.  Routine or repetitive tasks with specific instructions and set 

procedures. 
• Experience:  No experience required, with the typical incumbent possessing 1 - 3 years of related experience. 
• Education:  Bachelor’s Degree. 
• Supervision:  Close supervision. 
• Population Distribution:  0% to 10%. 

 
• Intermediate Level -  (Job Code XX120) 

• Skill Level:  Fully Trained. 
• Assignments:  Semi-routine tasks of moderate complexity requiring discretion and the use of judgment and initiative. 
• Experience:  Requires 1 - 3 years of directly related experience, with the typical incumbent possessing 4 or more years 

of experience. 
• Education:  Bachelor’s Degree. 
• Supervision:  Limited. 
• Population Distribution:  20% to 35%. 

 
• Career Level - (Job Code XX130) 

• Skill Level:  Fully Qualified. 
• Assignments:  Wide variety of complex tasks.  Participates in the analysis, design, development and implementation 

of policies, plans, programs, objectives, or technical systems. 
• Experience:  Requires 4 - 6 years of directly related experience, with the typical incumbent possessing over 6 years of 

experience. 
• Education:  Bachelor’s Degree.  Master’s Degree may be required. 
• Supervision:  General, and may provide working leadership or guidance to lower-level employees. 
• Population Distribution:  35% to 65%, bulk of job family population. 

 
• Specialist Level - (Job Code XX140) 

• Skill Level:  Specialized knowledge of systems and tools. 
• Assignments:  Advanced and highly complex tasks requiring specialized knowledge, judgment, independent 

decision making. 
• Experience:  Requires 7 - 10 years of directly related experience, with the typical incumbent possessing 10 

years of more of experience.  Recognized internally as a specialist resource or subject matter expert. 
• Education:  Requires higher education or specialized or certification. 
• Supervision:  General, and typically provides working leadership or guidance to lower-level employees. 
• Population Distribution:  15% to 20%, small and exclusive population. 
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SURVEY JOB LEVELING FACTORS (continued) 
 
• Management Structure (with direct reports) - the Management Structure relates to those roles which are dedicated 

towards the supervision and management of other employees. 
 

• Supervisor - (Job Code XX200) 
• Assignments:  A supervisor is the lowest, or most-junior, management position.  It is a step above lead (Accounting 

Supervisor is senior to Lead Accounting Specialist), but below Manager.  A supervisor is responsible for the day-to-day 
performance of a small group.  It may be a team, or a shift.  The supervisor has experience in what the group does, but 
is not necessarily better at it than everyone he/she supervises.  The supervisor's job is to guide the group toward its 
goals, see that all members of the team are productive, and resolve problems as they arise.  There are no budgetary 
responsibilities with a supervisory position.  Supervisors are not responsible for hiring/firing or performance appraisals. 

• Experience:  Requires 1 - 3 years applicable experience. 
• Education:  May require a Bachelor’s Degree, completion of technical training or applicable license.  Supervisory 

experience desirable. 
• Supervision:  Typically reports to Manager 1. 

 
• Management 1 - (Job Code XX210) 

• Assignments:  Tactical in nature.  Directly supervises daily work of individual contributors - Professional, Administration, 
and/or Technical Support.  May continue to perform as an individual contributor.  Responsible for human resource actions 
such as hiring, firing, and discipline.  Writes performance reviews and makes salary decisions.  Budgetary development 
and monitoring for the area managed.  Have a role based on influencing, interpreting, and implementing policy and 
practice within their organization. 

• Experience:  Requires 5 or more years of previous related experience as an individual contributor and/or supervisor, 
with the typical incumbent possessing 10 or more years of experience. 

• Education:  Bachelor’s Degree preferred. 
• Supervision:  Typically reports to Manager 2. 

 
• Management 2 - (Job Code XX220) 

• Assignments:  Strategic in nature, and may be the functional leader.  This level of management takes a leading, 
deciding, driving and integrating approach to managing the organization.  Directly supervises one or more first level 
managers in assigned area of responsibility.  Plans programs to achieve high-level business objectives established by 
top-level management.  Achieves expense objectives within assigned area.  Assists in the recruiting, training and 
development of employees. 

• Experience:  Requires 8 - 10 years of previous related experience as a first level manager and individual contributor, 
with the typical incumbent possessing 15 - 20 years of experience. 

• Education:  Bachelor’s Degree.  May require Master’s Degree. 
• Supervision:  Typically reports directly to a third or fourth level manager, or top-level functional area manager. 

 
• Management 3 - Director Level (Job Code XX230) 

• Assignments:  Assignments:  Strategic in nature, and is typically the functional leader.  A Director is a manager of 
managers.  They may be responsible for multiple departments or a single large department.  Develops strategic 
organizational policies and authorizes implementation of same.  Responsible for the strategic direction of the 
department(s) in accordance with corporate vision.  Work prioritization and decisions are important to the overall success 
of all aspects and phases of the organization.  At times, is involved in the complexities of day-to-day operational 
problems.  Ensures that overall budget schedules and performance standards are realistically set and attained.  Work 
involves a broad latitude for decision-making and review of actions through goal attainment.  Assists in the recruiting, 
training and development of employees.  May also have management responsibilities in secondary or related operations. 

• Experience:  Requires 15+ years of previous related experience as a lower level manager and individual contributor, 
with the typical incumbent possessing 20+ years of experience. 

• Education:  Master’s Degree preferred. 
• Supervision:  This position may be at the executive or director level within the company. 

 



 

26 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

SURVEY JOB LEVELING FACTORS (continued) 
 
• Management Structure (without direct reports) - the Management Structure relates to those roles which are 

dedicated towards managing a product/project with no direct reports responsibilities. 
 

• Management 1 - (Job Code XX310) 
• Assignments:  Strategic in nature, and may be the functional leader that manages day-to-day operational aspects of 

a product/ project.  Creates and executes project work plans and revises as appropriate to meet changing needs and 
requirements.  Manages budgets and allocation of monies.  Responsible for coordinating activities of specialists in 
production, sales, advertising, promotion, research and development, marketing research, purchasing, distribution, 
package development, and finance with regards to the product. 

• Experience:  Requires 5 or more years of previous related experience as an individual contributor and/or supervisor, 
with the typical incumbent possessing 10 or more years of experience. 

• Education:  Bachelor’s Degree preferred. 
• Supervision:  Typically reports to Manager 2. 

 
• Management 2 - (Job Code XX320) 

• Assignments:  Strategic in nature, and may be the functional leader.  Plans programs to achieve high-level business 
objectives established by top-level management.  Achieves expense objectives within assigned area.  Manages budgets 
and allocation of monies.  Responsible for coordinating activities of specialists in production, sales, advertising, 
promotion, research and development, marketing research, purchasing, distribution, package development, and finance. 

•  Experience:  Requires 8 - 10 years of previous related experience as a first level manager and individual contributor, 
with the typical incumbent possessing 15 - 20 years of experience. 

• Education:  Bachelor’s Degree.  May require a Master’s Degree. 
• Supervision:  Typically reports directly to a third or fourth level manager, or top-level functional area manager. 

 
• Management 3 - (Job Code XX330) 

• Assignments:  Strategic in nature, and may be the functional leader that manages day-to-day operational aspects of 
a product/project.  Creates and executes project work plans and revises as appropriate to meet changing needs and 
requirements.  Manages budgets and allocation of monies.  May be responsible for coordinating activities of specialists 
in production, sales, advertising, promotion, research and development, marketing research, purchasing, distribution, 
package development, and finance. 

• Experience:  Requires 10+ years of previous related experience as an individual contributor and/or supervisor, with 
the typical incumbent possessing 20+ years of experience. 

• Education:  Bachelor’s Degree preferred.  May require a Master’s Degree. 
• Supervision:  Typically reports to top-level functional area manager or executive. 

 
MULTIPLE LEVEL MATCHING: 
 
Your job family may have more, or less levels within it than are identified in the survey.  Review the content of the survey 
description to determine if two or more or your level may need to be combined for reporting to a given survey level. 
 
 For example:  the survey has three levels of Bottling Line Worker.  Your company has five.  Upon review of the survey 

descriptions, you may determine that your 3rd and 4th level would be best reported to the surveys 3rd level. 
 
 Conversely, if you have two levels, and the survey has four, try to allocate your employees based on job content, 

experience, and complexity, where possible, but do not force fit. 
 
BLENDED JOBS:  DO NOT DOUBLE MATCH: 
 
If your employee performs a combination of duties from two or more survey job levels or groups, pick the one survey job where 
at least 80% of the survey job content fits the employee.  DO NOT match the same employee to more than one survey job 
level or group.  If no survey job represents at least 80% of the duties of the employee, do not report that employee.  When in 
doubt….  Leave it out. 
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SURVEY JOB DESCRIPTIONS 
 
Review the job descriptions below to identify those jobs that may exist in your company.  Jobs are to be matched on content as defined in the job description.  Do NOT rely 
on title comparisons alone.  ONLY report data on jobs that match the description by at least an 80% confidence level.  Jobs that cannot meet these criteria should not be 
reported.  Job descriptions in bold italic red print are new/modified. 
 
Guidelines for job matching to Supervisor, Manager and Director level positions for non - Marketing and Sales positions. 
 

Supervisor A supervisor is the lowest, or most-junior, management position.  It is a step above lead (Accounting Supervisor is senior to Lead Accounting Specialist), 
but below Manager.  A supervisor is responsible for the day-to-day performance of a small group.  It may be a team, or a shift.  The supervisor has 
experience in what the group does, but is not necessarily better at it than everyone he/she supervises.  The supervisor's job is to guide the group toward 
its goals, see that all members of the team are productive, and resolve problems as they arise.  There are no budgetary responsibilities with a supervisory 
position.  Supervisors are not responsible for hiring/firing or performance appraisals. 

Manager A Manager is the person responsible for planning and directing the work of a group of individuals, monitoring their work, and taking corrective action when 
necessary.  Managers may direct workers directly or they may direct several supervisors who direct the workers.  Oversees projects and delegated 
assignments to ensure they are completed on schedule and within budget, and that results meet defined expectations.  Defines tasks, selects assignees, 
negotiates performance parameters and priorities, delegates authorities and accountabilities, supports rigorous problem-solving disciplines, and manages 
progress.  May have the power to hire or fire employees or to promote them. 

Director A Director is a manager of managers.  They may be responsible for multiple departments or a single large department.  Develops strategic organizational 
policies and authorizes implementation of same.  Responsible for the strategic direction of the department(s) in accordance with corporate vision.  Work 
prioritization and decisions are important to the overall success of all aspects and phases of the organization.  At times, is involved in the complexities of 
day-to-day operational problems.  Ensures that overall budget schedules and performance standards are realistically set and attained.  Work involves a 
broad latitude for decision-making and review of actions through goal attainment. 
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FUNCTION: EXECUTIVES 
 
10 - CHIEF EXECUTIVE OFFICER 
Responsible for directing the organization, which includes multiple wineries to ensure effective and profitable operation and growth.  Accountable to Board of Directors and 
Shareholders for maximum return on invested capital, formulation and execution of current and long-range objectives, development and implementation of operational plans 
and policies, and the establishment of controls for operating efficiency and profit reporting.  Implements and coordinates operating practices and procedures to insure effective 
operations, which meet established objectives. 
 
30 - CHIEF OPERATING OFFICER 
Responsible for direction of the organization to ensure effective and profitable operation and growth.  Accountable to the Chief Executive Officer, assists in the development 
of company policies, goals and objectives.  Reviews operational results and implements corrective actions as required to attain company goals.  Normally reports directly to 
the CEO. 
 
60 - PRESIDENT 
Develop a strategic plan to advance the company's mission and objectives and to promote revenue, profitability, and growth as an organization.  Oversee company operations 
to insure production efficiency, quality, service, and cost-effective management of resources.  Works closely with CEO and management team to accomplish the goals, 
objectives, and strategic plan established by the management team.  Collaborates with the management team to develop and implement plans for operational infrastructure 
of systems, processes, and personnel designed to accommodate the objectives of the winery.  Oversee company operations to insure production efficiency, quality, service, 
and cost-effective management of resources.  Plan, develop, and implement strategies for generating resources and/or revenues for the company.  Develops financial plans 
and manage resources.  Approves company operational procedures, policies, and standards.  Authorizes all capital expenditures for winery operations.  Represents the 
company at various events/activities.  Meets and networks with business and industry leaders.  This position is not the TOP job in the company. 
 
75 - GENERAL MANAGER/SITE OPERATIONS MANAGER 
Develops production and operational plans to ensure achieving the company’s growth and profit objectives.  Oversees day-to-day business operations as well as planning 
and business decisions as they relate to production goals and objectives, manufacturing budgets, capital equipment recommendations, personnel resource utilization and 
communication programs.  Directs and coordinates all activities relating to the production of company products utilizing knowledge of industry technology, production methods 
and procedures, as well as the capabilities of machine tools and equipment.  Confers with others to establish safety and quality control standards; to obtain data regarding 
specifications, quantities, and scheduled delivery data of products on order; and to develop budget and cost controls.  Directs the maximum effective use of company Human 
Resources, tools, supplies, equipment, facilities and space in the production processes.  Deals regularly with production matters relating to scheduling, shipping, material 
requisitioning, shift coordination, overtime, staffing, future needs for tools and production space.  Does not normally have Sales or Marketing responsibilities.  Reports to 
higher level executive. 
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100 - CHIEF FINANCIAL OFFICER 
Responsible for the development and maintenance of financial plans, programs and policies of the company.  Directs financial activities, including financial planning and 
reporting, general accounting, audit, budgetary, tax and treasury functions.  May provide overall direction of management information services and/or Human Resources.  
Accountable for financial controls and lending relationships, credit, audit liaison, corporate profit planning, working capital requirements, financial direction in acquisitions and 
divestitures and overall financial management.  Excludes those whose primary responsibility is the maintenance, administration and operation of general accounting systems 
and those incumbents not managing lower level managers, supervisors or employees.  Normally reports directly to the CEO and is responsible for all aspects of strategic 
planning, policy development, budgets, staffing, etc., for the total functional unit.  Excludes those incumbents whose responsibilities are at the supervisory or lower level.  
Normally manages lower level managers/supervisors/employees. 
 
105 - EXECUTIVE VICE PRESIDENT SALES 
Development and execution of winery’s sales strategies to achieve overall corporate objectives.  Responsible for all sales activities in assigned accounts or regions.  Plans, 
directs and controls the activities of the sales staff of the corporation to maximize potential volume and sell company products.  Provides for the preparation and consolidation 
of sales forecasts which meet overall sales objectives of the company.  Develops methods to track effectiveness of field sales force activities.  Normally reports to the 
CEO/General Manager and is responsible for all aspects of strategic planning, policy development, budgets, staffing, etc., for the total functional unit.  Excludes those 
incumbents whose responsibilities are at the supervisory or lower level.  Manage quality and consistency of product and service delivery.  Develops and maintains distributor 
relations to ensure plan commitments are met.  Directs distributor performance criteria evaluation and distribution network.  Manages Distributor relationships.  Develops 
department forecast budget and profit/loss statements.  Analysis and management of department expenditures.  Builds sales organization recognized by management, 
competition and customers as performing at highest level in industry.  Top Single Incumbent reports to CEO/GM. 
 
110 - GENERAL COUNSEL 
The single top legal executive in the entire company.  Responsible and accountable for providing legal support and guidance to the executive team.  Ensures the company’s 
adherence to federal, state, and local law with regard to all contracts, customer agreements, non-disclosure agreements, license agreements, joint ventures, and mergers 
and acquisitions.  Ensures full legal protection of all intellectual property, trademarks and patents.  Provides counsel and guidance to management on all legal, business and 
strategic issues as necessary and appropriate.  J.D.  Degree from an accredited law school. 
 
130 - CHIEF TECHNOLOGY OFFICER 
The single top technology executive in the entire company.  Responsible and accountable for establishing the company’s technical vision and leading all aspects of the 
company’s technology development.  Leads the execution of technology strategy for technology platforms, partnerships, and external relationships.  Builds and manages the 
technology team and oversees research and development, as well as project management.  Provides visible leadership for the company within the technology community.  
Anticipates and reacts to major technology changes to ensure the maintenance of company leadership in the competitive landscape.  Establishes technical standards and 
ensures adherence for product development and company operations. 
 
195 - VICE PRESIDENT OPERATIONS 
Directs the overall operations to ensure that products are manufactured according to established plans and schedules within quality and cost objectives.  Directs operations 
through first- or second- level exempt production supervisors.  Excludes those who directly supervise nonexempt production assembly or process employees.  Top Single 
Incumbent. 
 
205 - VICE PRESIDENT WINEMAKING 
Responsible for leading development of annual strategic plan, authorizes projects, and deploys resources for wine production.  Directs winemaking, processing, and strategy.  
Provides assistance in development of technical and quality control guidelines.  Represents the winery to National and/or International media.  Leads and directs strategy for 
grape procurement.  Ensures annual operating plans and capital expenditures are in line with strategic plan and production volumes.  Assists in new product development, 
ensures annual operating plans and capital expenditures are in line with strategic plan and production volumes.  Top Single Incumbent.  
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300 - VICE PRESIDENT VINEYARD OPERATIONS 
Responsible for grape quality, grape growing process, vineyards, and nursery.  Develops operational and financial budgets.  May purchase or sell grapes depending on 
production plans.  Develops short and long term planting plans.  Coordinates Harvest.  Oversees viticulture decisions and practices in areas of plant material selection, vine 
spacing, canopy management, pest control, nutrition and water management to achieve optimum vine balance and grape quality.  Top Single Incumbent. 
 
400 - VICE PRESIDENT MARKETING AND SALES 
Responsible for the entire range of marketing planning and development, advertising, sales promotion, sales, contract administration, distributor activities, international 
marketing, market research, customer relations and customer service functions.  Develops and implements marketing and sales plans, strategies, programs and policies to 
maximize sales at highest return on investment.  Normally reports to the CEO.  Excludes those without dual marketing and sales responsibilities.  Top Single Incumbent. 
 
420 - VICE PRESIDENT MARKETING 
Directs corporate marketing activities concerned with developing and analyzing market research data, identifying market potentials, establishing pricing strategies, defining 
and implementing advertising and promotion programs and managing marketing / contract administration.  May report to the Senior Marketing and Sales Executive or to the 
CEO.  Excludes those with sales responsibilities.  Top Single Incumbent. 
 
430 - NATIONAL SALES MANAGER (NO DIRECT REPORTS) 
Overseas the wholesale sales to all distributors across the United States, distributor relationships, meeting case volume and profitability.  Responsible for a single/distributor 
account of national scope, or a limited few such accounts.  May have Channel responsibilities.  Manage, motivate and support the distribution network including distributor 
management and sales representatives.  Responsible for a broad range of product/categories, not exclusively focused on a particular product or category.  Creates budgets, 
manages expenses, responsible for inventory and forecasting and provides sales and marketing reports.  Assignments are strategic in nature, and is typically the functional 
leader.  They may be responsible for multiple departments or a single large department.  Develops strategic organizational policies and authorizes implementation of same.  
Responsible for the strategic direction of the department(s) in accordance with corporate vision.  Work prioritization and decisions are important to the overall success of all 
aspects and phases of the organization.  At times, is involved in the complexities of day-to-day operational problems.  Ensures that overall budget schedules and performance 
standards are realistically set and attained.  Work involves a broad latitude for decision-making and review of actions through goal attainment.  Assists in the recruiting, 
training and development of employees.  May also have management responsibilities in secondary or related operations.  Experience:  Requires fifteen or more years of 
previous related experience as a lower level manager and individual contributor, with the typical incumbent possessing more than twenty years of experience.  Single 
incumbent position within channel or business unit. 
 
450 - VICE PRESIDENT HUMAN RESOURCES 
Responsible for the development, direction and coordination of Human Resources activities related to Employee Relations, EEO, Compensation, Employment, Training, 
Benefits Administration and the like.  Develops and recommends policies and practices responsive to company requirements.  Manages the function through lower level Vice 
Presidents, Directors and/or Managers.  Normally reports to CEO.  NOTE:  This is the highest level position in this functional organization. 
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460 - VICE PRESIDENT DIGITAL/eCOMMERCE 
Comprehensive knowledge, skills and capabilities associate with all aspects of Digital/e-commerce for the company.  Extensive experience in internet development, promotion, 
and digital/e-commerce /on-line marketing.  Broad-based business management skills.  Experienced in marketing, technology, financial analysis and planning.  Exercises 
complete responsibility for the full development, maintenance, and operation of all digital/e-commerce activities and business of the unit.  Directs the e-commerce function.  
Develops and executes digital/e-commerce business and technology strategies that align with the overall strategy of the unit.  Evaluates and monitors new and emerging 
technical and marketing concepts.  Develops relationships with other business units.  Accountable for meeting digital/e-Commerce business unit expense and revenue goals. 
 
470 - VICE PRESIDENT SOCIAL NETWORKING/MEDIA 
Comprehensive knowledge, skills and capabilities associated with all aspects of social networking media functions.  Maintains knowledge on state-of-the-art social networking media 
applications, technologies and methodologies.  Extensive experience in internet development, promotion and social networking media applications.  Broad-based business management 
skills.  Experienced in marketing, technology, financial analysis and planning.  Exercises complete responsibility for the full development, maintenance and operation of all social 
networking media activities and business of the company.  Directs the social networking media function.  Develops and executes social networking media business and 
technology strategies that align with overall organizational strategy.  Evaluates and monitors new and emerging technical and marketing concepts.  Identifies, develops and 
maintains high-level vender and partner relationships.  Defines company social networking media objectives and develops and implements both strategic and tactical activities 
and functions for the fulfillment of social networking media goals.  Accountable for meeting social networking media expense and revenue goals. 
 
  



 

32 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

FUNCTION: ADMINISTRATIVE / CLERICAL SUPPORT 
 
1001, 1002, 1003 - CLERICAL SUPPORT 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs a variety of clerical duties.  Assignments can be in functional areas such as purchasing, material control, engineering 
support, Human Resources, marketing, manufacturing, or other areas.  Collects information for specified report formats.  Maintains files, keeping and posting records, 
compiling minor statistical data, making and checking routine calculations, preparing schedules, preparing and sorting mail, proof-reading, completing forms and checking 
for accuracy, and answering telephones.  Operates general business machines such as a computer, copier, calculator, or other similar machines.  Requires good 
communications skills. 
 
At the highest level, assignments generally include preparing complex reports; checking and verifying non-routine bills, schedules, receipts, invoices, purchase orders and 
other documents.  Maintains complicated records requiring classification and compilation of varied information.  May provide working leadership to other clerical personnel, 
through assignment of work, training, coordination and checking assignments.  Excludes those with bona fide supervisory responsibilities. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

1001 Entry Under close supervision, performs a variety of minor clerical duties in accordance with specific
instructions and established work procedures.  Follows written and verbal instructions to accomplish
assignments of a routine and repetitive nature.  Normally works under the direction of higher level
clerks, guidance is usually readily available.  Entry level position into job family. 

0 - 1 Basic reading, writing
and math skills. 

     
1002 Intermediate Under limited supervision, performs a variety of semi-routine clerical duties of moderate complexity

requiring the exercise of some discretion and use of limited judgment and initiative.  Follows written
and verbal instructions with work usually subject to spot check.  Performs duties such as maintaining
complex files, compiling and checking reports, searching and investigating information contained in
files, processing departmental documents requiring specific knowledge of functional operations, and
typing correspondence and reports from rough drafts. 

1 - 3 Basic reading, writing
and math skills. 

     
1003 Senior Under general supervision, performs advanced and complicated clerical duties requiring considerable

judgment, independent analysis and detailed knowledge of departmental procedures.  Performs
complicated reconciliation and control functions, and compiles special studies where analysis of
complicated data is required.  Requires thorough knowledge of policies and practices in assigned
functional. 

3+ High school graduate
or equivalent 
experience. 
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1031 - EXECUTIVE ASSISTANT 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under minimum supervision and acting on own initiative, performs diverse and advanced administrative and secretarial support 
for an Executive of the organization.  Assignments involve work of a confidential and/or complex nature, necessitating exposure to sensitive information and contacts requiring 
considerable discretion, judgment, tact and diplomacy as well as a practical knowledge of the practices and procedures of the function, general company policies and 
programs.  Independently gathers, compiles and analyzes information from multiple sources, and prepares a variety of complex reports, manuals, or agendas.  Maintains 
sensitive files and records for Executive.  Reviews and answers mail and inquiries on own initiative and determines within established guidelines if executive action is required.  
Refers routine matters to appropriate parties for action and follows up to ensure proper disposition.  Communicates with executive, administrative and line management to 
gather and convey information pertaining to Executive’s responsibilities.  Answers telephone calls and tactfully handles inquiries and/or refers to appropriate party.  Arranges 
and makes notifications of appointments and travel reservations/arrangements.  May prepare and process expense reports.  Types materials in final form from very rough or 
involved drafts which may frequently use technical terminology and statistical data.  Plans the layout of complex reports, proposals and statistical tables.  Typically uses word 
processing and spreadsheet software packages to prepare correspondence, reports and other memoranda.  May use database, graphics and desktop publishing applications.  
Operates a variety of general office equipment such as personal computer, copier, calculator, or other office machines.  Interfaces with clerical or secretarial staff from within 
or outside the function.  May have contact with firms, organizations or individuals from outside the company.  It is rare that any company would have more than 3 - 5 
incumbents at this level.  May provide work leadership for other support staff members. 
 
EXPERIENCE AND TRAINING:  High school graduate plus advanced business school and 7 or more years of prior administrative experience, or equivalent combination of 
experience and training.  Requires experience with word processing and/or PC operations.  Includes those reporting directly to a Senior Executive at corporate or major 
division level, such as Vice President, Treasurer, Division Manager/General Manager/President/CEO. 
 
  



 

34 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

1042, 1042 - ADMINISTRATIVE ASSISTANT 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Provides analytical and specialized administrative support of a non-routine, non-repetitive nature to relieve and assist executive, 
administrative, line and staff managers of complex details and advanced administrative duties.  Typically supports one or more managers and/or staff in a department or 
administrative unit, or may support multiple departments.  Executes special or continuous research and data analysis.  Analyzes problems, determines approach, compiles 
and analyzes data, and prepares reports/recommendations for action by superior.  Contacts company personnel at all organizational levels to gather information and prepares 
reports.  Makes appointments, travel arrangements, meeting arrangements and coordinates activities between departments and outside parties.  Answers telephones, screens 
calls and forwards messages.  Answers routine correspondence and routes mail to the appropriate persons.  Composes, prepares, edits and proofreads letters, reports and 
other correspondence.  Assignments may be found in various functional areas of the company such as finance, marketing, engineering, manufacturing, Human Resources, 
etc.  Typically uses software packages for word processing, spreadsheets, databases, graphics and desktop publishing applications.  Operates general office equipment such 
as a personal computer, copier, calculator, or other office machines.  Work is generally of a critical or confidential nature and requires a broad working knowledge of 
departmental and company practices, policies, programs and product lines. 
 
At the highest level, may act as coordinator of departmental projects, following up on pending details, coordinating project team activities and ensuring deadlines are met.  
May provide guidance or work leadership to lower level clerical or administrative staff. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

1041 Entry Under general supervision and acting on own initiative and direction, provides analytical and
specialized administrative support.  Independently investigates assigned problems, determining
method of research, data and information requirements as well as analysis techniques. 

3 - 5 High school graduate 
or equivalent 
experience. 

     
1042 Intermediate Under general supervision and acting on own initiative and direction, provides moderately complex

administrative support for one or more departments or administrative units.  Researches and obtains
information for routine and moderately complex reports and special assignments.  Requires advanced
business school or secretarial training. 

5+ High school graduate 
or equivalent 
experience. 
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1051, 1052, 1053 - RECEPTIONIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Receives and directs visitors, employment applicants, vendors and customers to appropriate locations and parties.  Enforces 
appropriate security procedures and directives.  Operates company phone switchboard system to receive and connect incoming telephone calls to proper party.  Handles 
incoming, outgoing, long distance and special conference calls.  May perform related clerical work such as word processing, filing, sorting and distributing.  Requires good 
verbal communication skills. 
 
At the highest level, maintains special records and logs of telephone calls, times, charges and company phone directory.  May operate paging systems and coordinate the 
installation, movement and service of telephone equipment within the plant. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

1051 Entry Performs duties under close supervision.  Excludes employees who operate company PBX system 
in conjunction with normal reception duties.  Entry level position into job family. 

0 - 1 Basic reading, 
writing and math 

skills. 
     

1052 Intermediate Under limited supervision operates single or multiple position telephone switch board.  Handles 
incoming, outgoing and long distance calls.  May assist in the placement of conference calls and 
operate page system.  Excludes employees who only perform reception duties without other 
responsibilities. 

1 - 2 Basic reading, 
writing and math 

skills. 

     
1053 Senior Under general supervision, handles incoming, outgoing, long distance and special conference calls.  

Decisions and problems are of a routine nature within framework of past practices, standard work 
methods and defined procedures.  Require knowledge of PBX system operation. 

3+ Basic reading, 
writing and math 

skills. 
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1197 - OFFICE SUPERVISOR/MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for managing and directing a combination and variety of general office activities such as payroll, accounting, 
personnel, order processing, and the like in an organization of limited size where such activities must be centralized and combined for economical operations.  May set up 
and maintain general office systems, procedures and methods.  Coordinates office activities with a variety of other functions to provide required support.  Maintains contact 
with outside vendors, customers and others.  Responsible for the employment, promotion, employee evaluation, training, motivation, counseling, safety and discipline of 
assigned employees. 
 
EXPERIENCE AND TRAINING:  High school graduate or equivalent experience.  Thorough knowledge and experience in office activities as would normally be obtained through 
3 - 5 years of experience. 
 
FUNCTION: LEGAL 
 
1801, 1802 - PARALEGAL  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  On behalf of practice group or unit, gathers, organizes and summarizes information relative to legal issues and networks for 
information.  Researches statutes, regulations and court decisions, makes recommendations and helps resolve issues, drafts contracts, patent applications, resolutions and 
other basic legal documents and prepares various legal documents for review.  Develops client relationship.  Analyzes and applies statutes, regulation and polices for 
compliance.  Conducts advanced legal research.  Participates in closings, settlements and negotiations.  Strong verbal and written communication skills.  Knows organization’s 
policies and procedures.  Familiarity with statutes, proceedings and processes.  Proficient computer application skills. 
 
At the highest level, is liaison between internal clients and practice group or unit.  Performs complex legal research and analysis.  Interprets and updates practice group or 
unit on compliance with applicable statutes, regulations, rules and policies.  Integrally involved in negotiations, settlements and closings.  Identifies and raises legal issues, 
advises practice group or unit on resolution, solves problems.  Can train others to use PC programs and applications.  Develops, implements and evaluates the legal assistant 
and paralegal training program.  Trains and manages legal assistants and other paralegals.  Develops, monitors and evaluates work efficiencies. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

1801 Intermediate Receives frequent directions from more experienced paralegals and attorney supervision, and is
learning about the organization.  Paralegal certification with one to five years of experience as a
paralegal and a minimum one to three years in a document driven office. 

1 - 5 Bachelor’s Degree or 
equivalent experience. 

     
1802 Career Works autonomously and handles assignments with minimal supervision.  Summarizes for and

reports to practice group or unit.  Experienced at problem solving.  Adept at applying the law to facts
at hand.  Five to seven years law firm related experience; a minimum three years as a paralegal. 

5 - 7 Bachelor’s Degree or 
equivalent experience. 
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1821, 1822, 1823 - ATTORNEY  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Provides research, factual information, counsel and guidance on legal questions or issues of a routine nature, usually in support 
of more senior attorneys.  Identifies and analyzes legal issues and provides advice to clients on routine legal matters that are usually characterized by clear legal/ business 
precedent.  Drafts, reviews, memoranda and initial drafts of legal documents and revises legal documents and concise written materials that may require review and revision 
by a more senior attorney.  Communicates effectively and persuasively in day-to-day situations with colleagues, outside counsel, customers and others, for the purpose of 
conveying information and advice, or seeking information or facts. 
 
At the highest level, provides full, sound, ethical and prompt legal service and opinions to clients in relation to laws and regulations in the client’s line of business.  Produces 
clear and concise written materials that can be submitted to the customer with no revision or review by a more senior attorney.  Expertly identifies and analyzes more 
complex or novel matters which have no clear legal/ business precedent or have different possible interpretations; develops conclusions, makes recommendations, and 
provides reliable advice.  Has major client responsibilities, works directly with business clients and develops an understanding of business unit needs and products.  Contributes 
advice and counsel on policy and procedures.  Assists in efforts to contain legal expense for the corporation.  Counsels management whenever legally unsound decisions or 
plans are being made or when changes in the law occur.  Works closely with management to evaluate legal impact of major decisions where applicable law, regulations, or 
facts of the case are unclear, controversial or conflicting.  Is regularly sought out directly by the client for advice and input on legal matters, policy and procedures.  May 
oversee the work of one or more legal assistants, paralegals, or associate attorneys. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

1821 Entry Prepares and/or reviews routine, non-complex legal instruments and reviews non-legal material for
legal implications.  Works on matters assigned by more senior attorneys and usually will receive
guidance initially but may work with moderate independence.  Analysis and written work may be
reviewed by a more senior attorney; alternative courses of action and unusual situations are
presented to a more senior attorney for review.  Requires admitted to practice law in one state or a
territory of the USA, as well as an active member in good standing of the bar in at least one state or
territory. 

0 - 4 J.D. Degree from an 
accredited law school.

     
1822 Intermediate Assigns the appropriate degree of importance to issues and can formulate and carry out research

and investigative strategies.  Supervises preparation of the defense in litigation; assesses and advises
clients on litigation risks in one or more assigned departments or units of the organization; works
with outside counsel to develop the defense, briefs and guides them and supervises their work.  Work
assignments consist of major legal tasks involving problems of recognized complexity and facts that
are occasionally in question, for which considerable legal judgment, experience and independent
reasoning is required.  Requires admitted to practice law in one state or a territory of the USA, as
well as an active member in good standing of the bar in at least one state or territory. 

4 - 8 J.D. Degree from an 
accredited law school.
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1821, 1822, 1823 - ATTORNEY – Continued 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

1823 Career Provides general legal counsel to operating areas, as well as specific advice on products, services
and certain legal actions pertaining to a specialty area of the practice of law.  Expertly prepares
and/or reviews routine and non-routine complex legal instruments and expertly reviews non-legal
material for legal implications; material is of significance to the organization.  Examines legal data to
determine advisability of defending or prosecuting lawsuits; makes final legal determinations.
Prepares defense positions, engaging outside counsel as required; litigation usually involve complex
or difficult issues that require a high degree of original and constructive legal effort as they are
resolved.  Reads, writes, analyzes and interprets the most complex documents.  Works independently
on matters of significance to the organization.  Requires admitted to practice law in one state or a
territory of the USA, as well as an active member in good standing of the bar in at least one state or
territory. 

8+ J.D. Degree from an 
accredited law school.

 
FUNCTION: HUMAN RESOURCES 
 
HUMAN RESOURCES ASSISTANT 
Please match your HR Assistants to the Clerical Support Job Family. 
 
2005 - HUMAN RESOURCES SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general supervision, performs a wide variety of support and administration activities in employment, compensation, 
unemployment insurance, benefits, employee relations, training and related areas.  Prepares and maintains employee Human Resources files, records, and information.  
Processes departmental forms, records and documents.  May interview employment applicants for nonexempt positions.  Screens, evaluates and conducts reference checks 
on candidates.  Maintains requisition and advertising logs.  Coordinates job postings and resume routing activities.  Maintains liaison with outside employment sources.  
Conducts employee orientations to inform new hires of company benefit programs.  May provide work leadership to lower level Human Resources staff members. 
 
EXPERIENCE AND TRAINING:  2 - 5 years of general Human Resources courses or equivalent experience.  Requires a general understanding of Human Resources 
administration and business operations.  Excludes those with full supervisory responsibilities. 
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2011, 2012, 2013 - GENERAL HUMAN RESOURCES REPRESENTATIVE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs professional level Human Resources activities in functions such as employment, compensation, benefits, training, employee 
relations, security, unemployment insurance, and related areas.  Generally specializes within two or more assigned areas.  Typical tasks include interviewing, screening, evaluating 
and extending employment offers to qualified applicants.  Reviewing requests for new/revised job classifications and grade changes, preparing job descriptions, preparing data for 
compensation and benefit surveys and reviewing salary increase requests.  Provides assistance to management in interpreting and applying company Human Resources policies, 
counseling employees concerning work related problems and conducting termination interviews.  Preparing information for employee handbook, benefit brochures and conducting 
employee orientation; preparing and presenting unemployment claims. 
 
At the highest level, tasks include formulation of extensive recruiting campaigns, development of compensation plans, coordination of training programs, analysis and recommendations 
for benefit changes, preparation and administration of EEO and affirmative action programs and tasks of similar complexity.  Analyzes of trends of a competitive nature and within the 
company.  Assists in the formulation of company Human Resources and manpower objectives.  Develops recommended courses of action to meet objectives.  Conducts studies to 
determine feasibility, costs benefits, and potential Human Resources program applications.  May provide project leadership to other staff members. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

2011 Entry Researches and consolidates information required for analysis of Human Resources operations. 
Prepares special projects as assigned.  Requires analytical skills to conduct basic research, analyze
data and prepare recommendations.  Ability to communicate with employees at all levels.  Entry level
position into job family. 

0 - 2 Bachelor’s Degree in 
Human Resources, a 

related field or 
equivalent experience. 

     
2012 Intermediate Performs a wide variety of Human Resources activities, including assisting in the development and

conduction of recruiting programs, analyzing salary survey data, developing compensation
structures; reviewing competitive benefits, developing recommendations for benefit additions and
changes.  Provides assistance to line management regarding employee relations practices.  May
provide technical guidance to lower level staff. 

2 - 5  Bachelor’s Degree in 
Human Resources, a 

related field or 
equivalent experience. 

     
2013 Career Plans, conducts, and coordinates the development and administration of Human Resources 

programs.  Provides staff consulting support in the investigation of new Human Resources programs. 
Conducts research into Human Resources practices, policies and procedures. 

5+ Bachelor’s Degree in 
Human Resources, a 

related field or 
equivalent experience. 
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2181, 2182, 2183 TRAINING AND DEVELOPMENT SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES: Conducts training and educational programs in such areas as basic skills, sales techniques, computer software/hardware, company 
products and policies, supervisory techniques, etc.  Conducts examinations and evaluations to assess trainees’ mastery of the subject matter.  At higher levels develops, 
updates and conducts training programs for supervisory, management, professional and nonexempt positions in areas such as sales techniques, computer software/hardware, 
company products and policies, supervisory/management techniques, etc.   
 
At the highest level may provide career and development consultation to employees.  May provide leadership to other management development/training staff. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

2181 Entry Researches and consolidates information required for analysis of Human Resources operations. 
Prepares special projects as assigned.  Requires analytical skills to conduct basic research, analyze
data and prepare recommendations.  Ability to communicate with employees at all levels.  Entry
level position into job family. 

0 - 2 Bachelor’s Degree in 
Human Resources, a 

related field or 
equivalent experience. 

     
2182 Intermediate May conduct evaluations and develop new programs to address those findings, make changes in

individual programs or recommendations on overall curriculum and related learning materials. 
Develops liaison with vendors, industry professionals, etc.  May provide career and development
consultation to employees. 

2 - 5  Bachelor’s Degree in 
Human Resources, a 

related field or 
equivalent experience. 

     
2183 Career Performs the full scope of activities associated with the management development/training function. 

Conducts needs evaluation and designs curricula and courses to meet those needs.  Acts as liaison
to vendors, and reviews their courses for adaptability to internal needs.  Conducts training programs
in areas such as sales techniques, computer software/hardware, company products and policies,
supervisory/management techniques.   

5+ Bachelor’s Degree in 
Human Resources, a 

related field or 
equivalent experience. 

 
2188 - TRAINING AND DEVELOPMENT MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES: Plans, organizes, direct and controls the activities and staff involved in the development, implementation, and administration of 
human resources training and development programs.  Conducts research to assess training requirements and needs throughout the company.  Develops a variety of training 
programs including areas such as first line supervisory training, management development, organizational development and skills training.  Develops training course content, 
materials and coverage.  Schedules and conducts training classes.  Continually reviews the availability and applicability of established training programs or services for possible 
use within company.  Develops criteria for evaluation of training effectiveness and conducts research to measure success of programs and training activities.  May manage 
the employee educational assistance program.  Provides technical guidance and counsel to management throughout the company.  This is typically the first level of 
management in this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
 
EXPERIENCE AND TRAINING:  Requires a broad knowledge of training techniques, methods, theories, materials, and programs as would be obtained through receipt of a 
Bachelor’s Degree in Human Resources, Psychology, Organizational Development or related field and 5 years of experience. 
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2371, 2372, 2373 - HEALTH AND SAFETY SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general direction, may be responsible for the following:  develops and administers company safety programs, administrative 
compliance, system supports and risk management.  Implements industrial safety programs in accordance with local, state and federal regulations on occupational health 
and safety.  Identifies, surveys, evaluates and recommends correction of occupational hazards.  Recommends the purchase or modification of equipment and the establishment 
of procedures to eliminate hazards and reduce accident potential.  Recommends safety standards for the handling, storage and transportation of hazardous materials.  
Responsible for protecting the company and the environment from chemical, industrial, and hazardous waste pollution.  Determines safe use, storage and disposal of potential 
pollutants.  Develops safety programs to insure employee sensitivity of safe working conditions, practices and proper use of safety equipment.  Investigates accidents, 
analyzes causes and recommends changes in procedures, practices, methods, environmental conditions or equipment to prevent reoccurrence.  Performs testing, develops 
reports and ensures compliance with governmental regulations as required.  Evaluates potential health hazards, recommends personal protective equipment, and develops 
hazard communication plans and safety audits.  Coordinates activities with insurance carriers, local, state, and federal agencies.  Normally a professional exempt position. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

2371 Entry Under close direction, responsible for developing, implementing and monitoring industrial safety,
environmental engineering, occupational health and industrial hygiene programs.  Reviews facilities
layout designs for compliance with safety and environmental regulations.  Handles special
environmental projects.  Requires knowledge of federal, state and local safety codes, regulations and
procedures. 

0 - 3 Bachelor’s Degree in 
Industrial Hygiene, a 

related field or 
equivalent experience. 

     
2372 Intermediate Under limited direction, responsible for developing, implementing and monitoring company

environmental safety programs and policies to ensure compliance with federal, state and local
environmental health and safety regulations.  May administrator/coordinate workers compensation
compliance.  Incumbents typically possess over 3 - 6 years of related experience. 

3 - 6 Bachelor’s Degree in 
Industrial Hygiene, a 

related field or 
equivalent experience. 

     
2373 Career Under general direction, responsible for developing, implementing, and monitoring company

environmental safety programs and policies to ensure compliance with federal, state and local
environmental health and safety regulations.  Incumbents typically possess over 6 years of related
experience. 

6+ Bachelor’s Degree in 
Industrial Hygiene, a 

related field or 
equivalent experience. 
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2398 - ENVIRONMENTAL HEALTH AND SAFETY MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for developing and maintaining company OSHA programs to identify and eliminate hazardous conditions affecting 
employee and community safety.  Provides for the timely reporting and investigation of accidents, injuries and potential OSHA violations.  Establishes and implements 
employee and management training programs to increase employee and management awareness of potential hazards.  Represents the company when coordinating with 
regulatory agencies, prepares and presents reports and analyses of site conditions and recommends remedial actions.  Manages recycling program and actively promotes 
said programs throughout the organization.  Promotes environmental action internally and externally by increasing employee education and general public’s awareness of 
company’s commitment to environmental friendly programs.  Stays current with a broad range of environmental concerns including landfill issues, recyclable materials, energy 
conservation, alternative energy uses, and alternative vehicle options.  May coordinate CPR training, safety training and annual health testing programs.  Responsible for the 
purchasing of necessary first aid materials.  May lead sustainable project initiatives and internal sustainability practices encompassing environmental responsibility, utility and 
energy reduction, sustainable power sources, materials selection and waste minimization, and pollution prevention.  May demonstrate Sustainable Development technical 
expertise to assist customers in meeting their business and project sustainability objectives, promote best-value solutions, and support project delivery. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Industrial Hygiene, EHS or related fields.  5 -7 years of experience in the fields of health and safety is required. 
 
2407 - HUMAN RESOURCES SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Supervises staff responsible for Human Resources services activities and benefits administration.  Counsels employees in the 
interpretation and application of Human Resources policies and programs.  Coordinated the day-to-day activities of Human Resources services in one or more of the following 
HR functions:  recruitment, orientation, training, compensation, EEO and benefit activities.  Oversees Human Resources record system, as well as insurance and unemployment 
claim processing.  Monitors current industry trends and makes recommendations to management regarding new programs or modification to existing policies and procedures.  
Analyzes employee attitudes and concerns and may act as company liaison when dealing with vendors and governmental agencies.  Performs a wide variety of special studies 
or surveys, which may affect the employee relations function.  Provides input regarding the employment, performance evaluation, training, counseling and discipline for 
assigned employees.  This is a first-level supervisory position, primarily responsible for the supervision of nonexempt employees, and reports to a higher-level Human 
Resources Manager. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Business, Human Resources, a related field or equivalent experience and 3 years of related professional level Human 
Resources experience.  Requires familiarity with one or more areas of Human Resources administration. 
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2418 - HUMAN RESOURCES MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Manages and directs the activities and staff involved in developing and maintaining Human Resources activities, policies and 
procedures.  Coordinates recruitment activities, compensation programs, new hire orientations, employee benefits, health and safety and affirmative action plans through 
subordinates to ensure positive employee relations in keeping with company objectives.  Participates in compensation and benefit surveys to remain apprised of current 
trends, conditions and legislative changes.  Makes presentations and recommendations to management regarding new or existing Human Resources policies.  Directs the 
maintenance of Human Resources records and data systems and reviews employee changes in status to ensure fair and equitable application of compensation, Human 
Resources and employee relations policies and practices.  Provides guidance to managers and supervisors in the use and application of salary ranges and increase guidelines, 
job evaluation plans and interpretation of Human Resources policies and procedures.  Responsible for the employment, training, performance evaluation, counseling and 
discipline of assigned employees. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Business, Human Resources, a related field or equivalent experience and 5 years of diverse experience in all areas of 
Human Resources. 
 
2429 - HUMAN RESOURCES DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for development of Human Resources activities such as Employee Relations, EEO, Compensation, Recruitment, 
Training, Benefits Administration or a Business Unit in a company or division of major size.  Manages, directs and coordinates the Human Resources activities through lower 
level functional managers or supervisors.  Analyzes cost effectiveness of all programs and is responsible for budgeting and manpower planning.  Develops and recommends 
policies and practices in accordance with company goals.  Advises management of industry trends and legislative changes affecting Human Resources programs.  Acts as the 
company liaison in dealing with governmental agencies and other outside entities. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree or equivalent experience and 8 - 10 years of progressively broad Human Resources management experience.  Requires 
extensive knowledge of all general Human Resources areas.  SPHR certification preferred. 
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FUNCTION: FINANCE / ACCOUNTING 
 
4001, 4002, 4003, 4004 - ACCOUNTING ASSISTANT 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs clerical accounting duties in areas of accounts payable, accounts receivable, cost accounting, payroll or credit and 
collections.  Follows established routines to accomplish assignments such as sorting and filing accounting records and data, collecting information, posting records, compiling 
data, making and checking basic calculations, preparing and sorting mail, answering phones, and typing.  Posts detailed entries to accounting records and handles routine 
transactions such as allotments, disbursements, payroll operations, voucher preparation and remittances, and prepares standard journal and ledger entries.  May operate 
general business machines such as computer, copier, calculator, and fax machine or similar office equipment. 
 
At the highest level, performs specialized calculations, posting and accounting functions.  Codes accounts payable invoices for proper account distribution, checks prices, 
quantities and extensions; receives remittances, posts to proper accounts and prepares transmittal documents; prepares and issues credit and debit memos; prepares, 
extends and issues bills and invoices from appropriate sales and shipping documents; prepares payroll input data, maintains payroll control; maintains expense report controls 
and accounts; makes up periodic reports summarizing business and financial activities.  May provide work leadership to others through assignment of work, monitoring of 
progress, review of results, orientation and technical instruction.  Excludes those with full supervisory responsibilities. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

4001 Entry Under close supervision, performs routine and repetitive accounting clerical duties.  Follows well
established routines to accomplish assignments.  Entry level position into job family. 

0 - 1 Basic reading, writing 
and math skills. 

     
4002 Intermediate Under limited supervision, performs standard accounting clerical duties.  Prepares and verifies various

standard accounting entries for financial data processing system; reconciles report discrepancies and
problems. 

1 - 3 Basic reading, writing 
and math skills. 

     
4003 Senior Under general supervision, performs non-routine accounting support duties.  Codes data for input to

financial data processing system; reconciles difficult report discrepancies and problems.  Excludes
those with lead responsibilities. 

3 - 5 Basic reading, writing 
and math skills. 

     
4004 Specialist Under general supervision, performs non-routine accounting support duties.  Normally responsible

for a complete and systematic set of transactions in a specific phase of accounting, requiring acquired
knowledge of specified accounting policies and practices. 

5+ Ability to read, write 
and perform non-

routine mathematical/ 
accounting operations. 
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4021, 4022, 4023 - ACCOUNTANT 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for performing professional Accountant assignments, including providing specialized or general analysis in various 
accounting functions such as Accounts Receivable, Accounts Payable, Payroll, Cost Accounting, Property Accounting and General Accounting.  Reviews and analyzes journal 
vouchers, accounting classifications and other accounting/financial statements, records and reports.  Prepares balance sheets, making adjustments and closing entries, 
preparing profit and loss statements, inventory, receipts and disbursements, computing and distributing labor, material and overhead costs, journal entries, maintains ledgers, 
reconciles and analyzes cost account ledgers.  May establish and maintain property accounting records. 
 
At the highest level, develops and installs difficult accounting systems, methods, procedures, and controls.  Balances complex accounts; prepares complex federal, local or 
state reports and tax returns.  Provides interpretation of accounts, methods and records for managers and officers.  May provide work leadership for an accounting functional 
unit such as Payroll, Accounts Receivable, Cost Accounting, Consolidations, or act as Plant Accountant at a satellite division or small entity of the corporation.  Excludes those 
with full supervisory responsibilities. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

4021 Entry Following established procedures, performs detailed accounting assignments requiring a basic
knowledge of accounting theory and principles.  Work is subject to general review and under the
direction of senior accountants.  Entry level position into job family, excludes those without equivalent
combination of academic preparation and experience. 

0 - 2 Bachelor’s Degree in 
Accounting, a related 
field, or equivalent 

experience. 
     

4022 Intermediate Following general instructions and with discretion as to work details, performs accounting tasks of a
difficult nature requiring knowledge of accounting principles and practices.  Interprets accounting
data, analyzes reports and recommends action to be taken.  Assists in the development and
installation of accounting systems, cost accounting methods, procedures and controls.  2 years of
accounting experience or CPA. 

2 - 4 Bachelor’s Degree in 
Accounting, a related 
field, or equivalent 

experience. 

     
4023 Career Performs accounting duties of a complex nature requiring advanced knowledge and competency in

accounting principles and practices.  Works with broad discretion as to work details on assignments
of a varied, diverse and difficult nature.  4 years of accounting experience or CPA plus 2 years. 

4+ Bachelor’s Degree in 
Accounting, a related 
field, or equivalent 

experience. 
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4046 - ACCOUNTS RECEIVABLE MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the management of employees involved in the processing of accounts receivable.  Establishes departmental procedures 
and standards.  Ensures control of remittances received, proper posting to accounts, preparation of transmittal documents, and preparation of input to financial systems.  Reconciles 
discrepancies.  Prepares required reporting and documentation.  Responsible for the employment, promotion, employee evaluation, training, motivation, counseling, safety and 
discipline of assigned employees.  May report to General Accounting Manager or Controller. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent experience.  5 - 7 years of directly related accounting experience 
with a minimum of 3 years in a supervisory level position. 
 
4047 - GENERAL ACCOUNTING SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Supervises a combination of clerical accounting functions such as accounts payable, accounts receivable, general ledger, payroll, 
and similar areas.  Reviews vouchers, accounting documents, and records submitted by subordinates, resolves difficult problems and discrepancies, prepares complex reports 
and is responsible for the day-to-day operations of the assigned functional area.  First level supervisory position over the clerical accounting function.  Excludes working 
leader accountants; includes only those employees with full supervisory duties. 
 
EXPERIENCE AND TRAINING:  Requires 4 - 5 years of increasingly responsible clerical accounting experience within related area/function.  Exposure to basic accounting theory and 
practices and supervisory experience highly desirable. 
 
4051, 4052, 4053 - PAYROLL ASSISTANT 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for all aspects of payroll processing.  Records time card entries, computes overtime, sick leave, vacation, holiday 
pay, termination pay, taxes, other employee deductions.  Prepares pay checks or processes entries to payroll service.  Maintains records and files related to federal/ state 
withholding taxes, FICA, credit union payments, insurance deductions, benefits and payroll deductions.  May distribute paychecks. 
 
At the highest level, compiles information of straight and overtime pay and computes variance to normal pay.  Prepares tax deposits and reports.  Handles account 
reconciliation’s to the General Ledger for payroll liabilities.  May provide work leadership to lower staff members, excludes those with full supervisory responsibilities. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

4051 Entry Under close supervision performs standard tasks related to payroll accounting.  Entry level position
into job family, excludes trainees. 

1 Basic reading, writing 
and math skills. 

     
4052 Intermediate Under limited supervision performs standard tasks related to payroll accounting. 2 - 3 Basic reading, writing 

and math skills. 
     

4053 Senior Under general supervision, performs a wide variety of functions relating to payroll accounting for the
various payrolls such as salaried employees, hourly employees, and/or union employees.  May have
Lead responsibilities. 

3+ Ability to read, write, 
and perform basic 

accounting operations. 
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4062 - PAYROLL/PERSONNEL ADMINISTRATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Administers employee benefit programs and payroll activities for the company.  Compiles and prepares payroll data such as pension, 
insurance, automatic deposits, loan payments, etc.  Reviews and processes payroll deductions.  Interprets company policy and understands governmental regulations affecting 
personnel matters.  Prepares required government reports.  Adjusts payroll errors and responds to complaints.  Plans and implements the administration of benefits programs.  
Prepares and distributes information to inform employees of new or changed benefits programs, outside services and other optional coverage available through insurance and other 
companies. 
 
EXPERIENCE AND TRAINING:  2 years of college or equivalent experience is required.  A minimum of 2 - 3 years general clerical and 2 - 4 years of related experience required.  Ability 
to communicate with all levels of employees is also required. 
 
4097 - PAYROLL SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  First level supervisory position responsible for directing and assisting in the preparation, distribution and accounting of employee 
payroll.  Prepares or assists in the preparation of a variety of reports summarizing payroll, profit sharing, deductions, withholding and the like.  Audits payroll summaries, 
bank balances, labor and wage reports.  Provides special payroll and deduction information and assistance as required.  Maintains internal procedures to insure that employees 
receive authorized pay rates and deductions.  Investigates and resolves questions and discrepancies in paychecks and distribution in accordance with established policies.  
Coordinates payroll functions with other departments such as Accounting, Data Processing, Human Resources and the like.  Includes only those employees with bonafide 
supervisory duties.  Typically reports to Accounting Manager or Controller. 
 
EXPERIENCE AND TRAINING:  2 years of college or equivalent experience is required.  Minimum of 3 years payroll experience which would provide a full understanding of payroll 
practices and policies, processing procedures, state and federal withholding laws and supervisory skills. 
 
4098 - PAYROLL MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the development, implementation, maintenance, management, and direction of the employee payroll function.  
Develops and directs the preparation of reports summarizing payroll, profit sharing, deductions and withholdings.  Directs the audit of payroll summaries, bank balances, 
labor and wage reports and payroll operations.  Provides specialized payroll and deduction information and assistance as required.  Ensures compliance with all applicable 
government and regulatory laws, regulations and requirements.  Ensures the reconciliation and analysis of related balance sheet accounts, inventory accounts, ledgers, and 
journals.  Directs the development and implementation of new and revised payroll reporting and analysis systems, and department policies and procedures.  Directs the 
coordination of payroll functions with other departments such as Accounting, Data Processing and Human Resources.  This is typically the first level of management in this 
job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent experience.  Minimum of 5 years payroll experience, 
including supervision/management experience. 
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4148 - COST ACCOUNTING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the development, implementation, maintenance, management and direction of accounting activities associated with the 
collection and reporting of the costs of manufacturing and distributing company products including variable and standard costs, variances and inventory valuation to provide 
comprehensive information for management decisions.  Develops and directs the preparation of reports to compare actual results to plan.  Directs the collection and presentation of 
costs data, analyses and reports for government and other programs pertaining to costs and production activities.  Insures the reconciliation and analysis of related balance sheet 
accounts, inventory accounts, ledgers and journals.  Directs the development and implementation of new and revised costs reporting and analysis systems, policies and procedures.  
Excludes those who direct primarily nonexempt employees.  Typically reports to Controller or Finance Executive. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent experience and 5 years of Cost Accounting experience, including 
supervision of a Cost Accounting unit. 
 
4151, 4152, 4153 - BUSINESS/FINANCIAL ANALYST 
May include a wide range of disciplines such as Business, Financial, Pricing, Supply Chain, Category Management. 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for performing professional Business/Financial Analysis assignments, including conducting special studies and 
surveys to summarize and analyze complex financial actions and prepare recommendations for policy, procedure, control or action.  Provides interpretation and application 
of corporate or divisional level financial policies, governmental legislation, accounting theory or customer financial regulations which may require knowledge of financial 
principles, practices and application.  Evaluates profit plans, capital expenditures proposals, investment opportunities, operating records and financial statements.  Directs 
and/or assists in the preparation of special studies, reports, analyses and recommendations in areas such as budgets, forecasts, financial plans, governmental requirements, 
statistical reports and business forecasts for the financial community or management use.  Coordinates with all levels of management, within and outside of the company, 
to gather, analyze, summarize, and prepare recommendations regarding financial plans, budgetary controls, acquisition activity, trended future requirements, operating 
forecasts and similar complex financial matters.  May focus on Pricing Analysis responsibilities such as analyzing and maintaining customer invoice pricing and associated 
regulatory filings for all brands and SKU’s.  May be responsible for ensuring that all prices conform to the appropriate federal and state laws and regulations.  May review, 
analyze and resolve all invoicing discrepancies, providing necessary credit or debit memos, additional billings, cancelations and re-issuance of new invoices as required.  May 
maintain internal financial pricing software (i.e.  SAP). 
 
At the highest level, acts as a key technical expert on financial analysis issues, concerns and special projects.  Interfaces with top management, responding to their requests 
for financial data and to resolve reporting and compliance issues.  Plans, coordinates and executes policy implementation applicable to the installation of improved financial 
operations.  Performs complex economic research and studies on subjects such as rates of return, depreciations, working capital requirements, investment opportunities, 
investment performance, impact of governmental requirements and the like.  Organizes information from a variety of sources to establish data banks for use in analyzing and 
creating future plans and forecasts.  May provide functional and technical direction to other financial staff members, excludes those with full supervisory responsibilities. 
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4151, 4152, 4153 - BUSINESS/FINANCIAL ANALYST (CONTINUED) 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

4151 Intermediate Performs specialized financial, accounting or planning activities following general project or
departmental guidelines, procedures and precedents in support of various financial functions such as
budgeting, auditing, financial planning, taxes and consolidations.  May include entry level MBA 
candidates. 

3 - 5 Bachelor’s Degree in 
Finance, related field,

or equivalent 
experience. 

     
4152 Career Performs specialized financial, accounting or planning activities, investigations, coordination and

analysis requiring competence and specialized knowledge of various financial functions such as
budgeting, auditing, financial planning, taxes and consolidations.  3 years of financial experience, or
an MBA and 2 years of experience. 

5 - 8 Master’s Degree in 
Finance, related field,

or equivalent 
experience. 

     
4153 Specialist Develops, interprets and implements highly complex financial/accounting concepts and advanced

techniques for financial planning and control.  Provides specialized technical analysis to determine
present and future financial performance.  Directs the development and implementation of new
concepts and techniques for financial information analysis. 

8+ Master’s Degree in 
Finance, related field,

or equivalent 
experience. 

 
4158 - BUSINESS/FINANCIAL ANALYST MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the direct management of the Business/Financial Analysis staff engaged in various financial functions such as 
budgeting, auditing, forecasting and analysis.  Acts as a liaison with management regarding rate and budget questions.  Ensures compliance with internal procedures and 
government regulations.  Is primary liaison between the company and various government agencies during audits, ensuring understanding of financial data, methodology 
and applicability under appropriate government regulations.  Responsible for the employment, training, motivation and discipline of direct reports.  This is typically the first 
level of management in this job family.  Must directly manage exempt level employees.  May manage nonexempt employees directly or through supervisors/leads.  Excludes 
Working Leads.  Title may be Supervisor or Manager depending on size of company and department. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Finance, Accounting, Business Administration, a related field or equivalent experience.  Minimum of 5 years financial 
analysis experience, including supervision/management experience and a working knowledge of applicable government regulations. 
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4398 - CREDIT & COLLECTIONS MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for directing and administrating activities involved in extending customer credit and collection of accounts.  Assists 
management in the formulations of credit policies.  Establishes operating policies, procedures, and practices for department.  Reviews and evaluates credit risks, analyzes financial 
statements and related information and extends credit within established limits and policies.  Recommends credit limits for accounts, handles special credit arrangements and deviations 
from standard terms of payments.  Directs the analysis of accounts receivable; reviews aging of accounts and determines overdue accounts and directs or performs collection activities.  
Excludes those who primarily direct nonexempt employees. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent experience.  Requires 5 years of related credit and collections 
experience including supervision of a credit and collections unit. 
 
4489 - TAX DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Review federal and state corporate income tax returns.  Gather information from the Business units.  Review/prepare work 
papers to document and support tax positions and calculations.  Review/prepare tax returns Review/prepare quarterly estimated tax payments.  Monitor the tax compliance 
calendar.  Review, or as needed prepare quarterly and annual GAAP tax provisions.  Gather information from the Business units.  Review/prepare work papers to document 
and support tax positions and calculations.  Manage tax examinations.  Design, develop and implement processes necessary to accumulate the above information a timely 
basis and audits for IRS and state agencies.  Perform tax research and write position paper.  Review/prepare documentation to support conclusions.  Monitor current 
developments that might impact the company.  Support or manage tax projects 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree with 10 years of general corporate tax experience.  CPA. 
 
4492 - GENERAL ACCOUNTING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the management, direction, and operation of a combination of general accounting activities including Accounts 
Payable, Accounts Receivable, General Ledger, Payroll, subsidiary ledgers and related functions.  Provides for the preparation of financial statements, reports in such areas 
as recording disbursements, expenses and tax payments.  Provides financial reports covering sales, earnings, cash balances and other financial results.  Coordinates efforts 
and information requirements with other accounting managers to ensure accurate financial reporting.  Plans and directs the development, implementation, and operation of 
accounting systems and procedures to reduce costs and obtain improved information.  This position normally reports to Vice President of Finance, CFO or Controller. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Accounting, Business Administration or equivalent experience and 5 years of general accounting experience including supervision 
of various accounting functions. 
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4496 - FINANCE DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for ensuring the structure and integrity of existing accounting structures, providing skilled financial and accounting 
knowledge to the business, and helping to drive the business growth trajectory through keen use of information, analysis and recommendations supported by facts.  Maintains 
an understanding of GAAP year to year and recommends and or implements those changes if applicable or makes sense to the organization.  Ensure compliance with GAAP 
accounting principles and policies.  Work with the finance and operations teams to ensure the integrity of new and existing reports for internal users, stakeholders, and 
auditors.  Leverage analysis to support the COO in making financially driven decisions, including channel level performance optimization, ROI on marketing/sales activities, 
and exploration of various new business opportunities.  Manage all tax planning with external service providers, and comply with all required federal, state, local, payroll, 
property, and other applicable taxes.  Work with other team members to understand revenue and cost drivers and define appropriate reports for tracking.  Perform regular 
inventory turns analysis to help determine accruals for depletions allowances.  Provide regular financial updates, analyses, forecasts, and reports as needed.  Manage and 
administer the payroll processing. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree required, Master’s Degree/CPA or equivalent experience preferred.  4 - 5+ years of progressive experience in finance or 
accounting/controllership. 
 
4497 - ASSISTANT CONTROLLER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Reporting to the Controller, the Assistant Controller is responsible for performing professional accounting functions, including 
providing specialized and general financial analysis.  Participate in month end close, including maintaining general ledger, sub-ledgers.  Work with Controller to perform 
payroll and benefits reconciliation, applying entries to appropriate departments and territories in the GL.  Work with Controller and COO to identify internal process 
improvements; recommend and implement improvements.  In tandem with Controller, manage the external accounting firm in conducting the annual audits.  Assist with 
monthly and quarterly cash flow projections.  Perform regular inventory turns analysis.  Perform reconciliations on G/L accounts as needed.  Filing and maintaining proper 
records per company and regulatory requirements. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Accounting or related field plus 3 years of Accounting experience; wine industry a plus. 
 
4498 - CONTROLLER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Reviews and approves the design and implementation of all financial systems and enhancements.  Implements policies and 
procedures relating to budgets, operations, control and analysis for capital and operating activities to ensure structure and direction.  Interfaces with independent outside 
auditors and auditors from state and local agencies.  Directs work associated with tax compliance and planning.  Identifies areas of concern where costs are inconsistent with 
resources and implements changes to correct these concerns.  Through lower level managers, oversees financial functions such as Cost Accounting, Accounts 
Payable/Receivable, Payroll, etc.  Excludes such positions as General Accounting Supervisor/Manager, Cost Accounting Supervisor/Manager, Payroll Supervisor/Manager, etc.  
This position excludes those involved in the day-to-day work duties required to achieve overall functioning of the company's financial systems. 
 
EXPERIENCE AND TRAINING:  CPA or MBA in Accounting or Finance or related field or equivalent experience is required.  A typical incumbent will normally possess a minimum 
of 7 years of increasingly responsible financial management experience.  Thorough knowledge of company's financial policy and practices and state and federal laws is 
required. 
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FUNCTION: PURCHASING 
 
PURCHASING ASSISTANT 
 
This Job Family is now being matched to Clerical Support 1000 - 1003 
 
5011, 5012, 5013 - BUYER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs purchasing assignments to procure supplies, raw materials and equipment necessary for the operation of the 
organization.  Conducts research to identify qualified vendors.  Contacts vendors, obtains quotations and bids; makes awards and places orders for items.  Provides support 
in follow-up activities to expedite the delivery of goods/services. 
 
At the highest level, develops alternate sources of supply when vendors and suppliers are inadequate.  Negotiates contracts where losses occurring through errors in judgment 
would seriously impact company operations.  Solicits bids and quotations; reviews and negotiates purchase contracts for major commitments.  Evaluates vendor reliability.  
Analyze markets to determine vendor sources and product availability; assist purchaser in selection of merchandise as required and provide information on new product 
developments.  May provide work leadership to lower level buyers and clerical support. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5011 Entry Under general supervision, performs varied purchasing assignments to procure supplies, raw
materials and equipment.  Exercises judgment and working knowledge of materials and sources of
supply to make purchases at a price consistent with quality and quantity. 

2 - 5 Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
     

5012 Intermediate Guided by established policy and with minimum supervision, carries out broad assignments usually
involving the purchase of important and critical items requiring extensive or specialized knowledge
and experience. 

5 - 8 Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
     

5013 Career Performs and carries out broad assignments usually involving the purchase of important and critical
items requiring extensive or specialized knowledge and experience.  Coordinate compilation and
preparation of reports and analyses setting forth progress, adverse trends and appropriate
recommendations or conclusions. 

8+ Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
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5048 - PURCHASING/PROCUREMENT MANAGER  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for external procurement of raw materials, parts, supplies, and services required at minimum cost, consistent with 
delivery requirements and quality specifications.  Directs the activities of buyers and support personnel to accomplish objectives.  Establishes procedures to accomplish 
procurement of a variety of materials in a cost effective manner.  Coordinates procurement activities with user representatives to develop procurement programs and plans.  
Monitors performance and capabilities of vendors in order to ensure delivery, quality and price commitments.  Continually assesses market conditions that may affect 
procurements.  Supervises the negotiation of blanket orders and long-term purchase agreements covering procurement of major items or commodities. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Business Administration, related field or equivalent experience.  Minimum 10 years applicable experience with in 
purchasing/buyer function including 5 years of managerial experience. 
 
5049 - PURCHASING/PROCUREMENT DIRECTOR  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible to drive vision, strategy and tactical execution of company Purchasing function.  Sourcing and selecting vendors, 
assessing vendor capabilities and developing alternate sources.  Developing and implementing a strategic business plan for long term material requirements, collaborating 
with vendors to identify solutions.  Sourcing strategies that drive cost reduction and process improvement for the company.  Long range market development:  Forecasting 
the cost, availability and suitability of materials.  Recommending purchases of materials based on anticipated changes in prices or on unusual availability.  Manages all 
contracts and agreements with suppliers of packaging and raw materials.  Normally manages through subordinate supervisory/managerial levels in order to ensure the 
effective pursuit and completion of projects within budgetary guidelines while upholding high standards of excellence. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Business Administration, management, related filed or equivalent experience.  Minimum of 7 years management experience. 
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FUNCTION: WAREHOUSE / DISTRIBUTION 
 
5201 - LOADER/STAGER 1 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Reading, interpreting, and staging proper product types and amounts, consistent with customers order.  May use a forklift and/or a forklift 
with clamp attachment.  Assemble product to meet customers’ request, consolidate stock, pre-stage future orders, receive income goods/products, complete necessary paperwork, 
and load trucks.  Re-warehouses to insure maximum space utilization and cleanliness.  May use computer to locate orders and create Bills of Ladings.  Also, leads rail-cars and piggy-
backs. 
 
EXPERIENCE AND TRAINING:  Reading, writing, math and communication skills equivalent to those obtained by completion of a high school diploma or equivalent experience.  Forklift 
Certification may be required. 
 
5202 - LOADER/STAGER 2 
 
PRIMARY DUTIES AND RESPONSIBILITIES Reading, interpreting, and staging proper product types and amounts, consistent with customers order.  May use a forklift and/or a forklift 
with clamp attachment.  Assemble product to meet customers’ request, consolidate stock, pre-stage future orders, receive income goods/products, complete necessary paperwork, 
and load trucks.  Re-warehouses to insure maximum space utilization and cleanliness.  May use computer to locate orders and create Bills of Ladings.  Also, leads rail-cars and piggy-
backs. 
 
EXPERIENCE AND TRAINING:  Reading, writing, math and communication skills equivalent to those obtained by completion of a high school diploma or equivalent experience.  Forklift 
Certification may be required.  3 - 5 years of experience.  Forklift Certification may be required. 
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5211, 5212, 5213, 5214 - SHIPPING/RECEIVING CLERK 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs manual and clerical duties related to the shipment and receipt of materials, supplies, equipment and finished products.  
Prepares and packs goods for shipment; loads and unloads carriers.  Unpacks and counts goods received.  Routes materials to inspection, stores or other destinations.  May 
maintain necessary files and documentation.  Assists with special projects such as labeling, foiling, marking, packaging, and special inventory related tasks.  Utilizes small 
hand tools and operates material handling equipment including forklifts, skids, pallet handlers and hand trucks.  May operate company vehicle to pick up and deliver materials 
at various local destinations.  Valid driver's license with good driving record may be required for operation of company vehicle.  May be responsible for order fulfillment and 
some customer service for ecommerce.  Must be able to lift 15 to 50 pounds. 
 
At the highest level, may provide work leadership to lower level employee, excludes those with bona fide supervisory responsibilities. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5211 Entry Under close supervision, performs routine manual and clerical duties to assist within shipping and
receiving areas.  Entry level position into job family.   

0 - 1 Basic reading, writing 
and math skills. 

     
5212 Intermediate Under limited supervision, performs manual and clerical duties related to the shipment and receipt

of materials, supplies, equipment and finished products. 
1 - 2 Basic reading, writing 

and math skills. 
     

5213 Senior Under general supervision, performs manual and clerical duties related to the shipment and receipt
of materials, supplies, equipment and finished products. 

2 - 3 Basic reading, writing 
and math skills. 

     
5214 Lead Provides work leadership to others through assignment of work, review of progress, monitoring of

results and instruction.  Excludes those with full supervisory responsibilities.   
3+ Basic reading, writing 

and math skills. 
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5231, 5232, 5233, 5234 - WAREHOUSE/BARREL WORKER 
 
Responsible for operating forklift following safe driving procedures when stacking and placing wine barrels.  Will clean and sanitize all areas of facility and equipment.  
Operates all barrel stations; emptying, washing, and filling of barrels.  Operates all winery equipment such as pumps, topping equipment, pressure washer, tank washer, gut 
mixer.  Will perform topping, small chemical adds and stirring of barrels in stacks.  Must be able to read and understand measurements for tank gauging.  Complete work 
orders in a timely manner.  Ship and receive wine via tanker trucks and complete necessary paper work as work orders and bill of ladings.  Will comply with all environmental 
and safety regulations (OSHA) that pertains to winery facilities and equipment. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5231 Entry Under close supervision, performs routine Warehousing duties.  May be required to assist a more
skilled worker. 

0 - 1 High School diploma. 

     
5232 Intermediate Under limited supervision, performs various work assignments.  May direct less skilled workers. 

May assist in the training of less skilled workers.
1 - 2  High School diploma. 

     
5233 Career Under general supervision, performs various work assignments.  May direct less skilled workers. 

May assist in the training of less skilled workers. 
2 - 3 High School diploma. 

     
5234 Lead Accountable, on a daily basis, for a given Warehouse/Barrel Workers crew and a given workload. 

Provides the workers with guidance and support on all processes.  Experienced in all aspects of
Warehouse/Barrel work and is able to direct less skilled workers.  Responsible for leading and
training a Warehouse/Barrel Workers on all standard operating procedures. 

3+ High School diploma. 

 
5237 - WAREHOUSE/BARREL SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for assisting Warehouse Barrel Manager in mentoring and training warehouse/barrel crew.  Communicates closely 
with the Warehouse Barrel Manager on performance issues, procedures and policies to insure overall consistency/efficiency.  Makes recommendations for facility, equipment 
and process improvements.  Skilled forklift operations in a winery setting and safe driving procedures, stacking and placing of wine barrels will be the bulk of forklift operations.  
Able to perform all job duties and responsibilities of a Warehouse Barrel Worker.  Read and understand measurements for tank gauging.  Comply with all environmental and 
safety regulations (OSHA) that pertains to winery facilities and equipment. 
 
EXPERIENCE AND TRAINING:  High School Diploma or equivalent, plus 3+ years of Barrel Warehouse or Cellar experience.  Knowledge of wine movement procedures. 
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5238 - WAREHOUSE BARREL MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Manages the bulk wine storage warehouse that will primarily store barrels of premium wine and the staffing needed to support 
the effort.  Barrels and equipment owned by winery stored at other locations will also fall into this category with provisions made as needed with the direction of the 
winemaking staff.  Being able to organize the workflow requires expertise in facility and equipment maintenance, warehousing, shipping and receiving bulk wine, inventory 
management, personnel management, database input and compliance within county, state and federal law including safety/ OSHA compliance, ensuring safe operating 
procedures.  Further, this position maybe a “working” manger position, meaning the barrel warehouse manager will often be doing the same tasks as the employees managed 
by the said manager. 
 
EXPERIENCE AND TRAINING:  High School Diploma or equivalent, plus 3+ years of Barrel Warehouse or Cellar experience.  Knowledge of wine movement procedures. 
 
5281 - FORKLIFT OPERATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under limited supervision, operates a powered forklift to move materials throughout production, warehouse, storage and 
shipping/receiving areas.  Performs minor servicing and maintenance of powered lifts such as fueling, washing, greasing and the like.  Stacks and palletizes materials in 
accordance with prescribed storage methods.  Excludes those whose primary duties involve shipping and receiving, packing; or maintaining inventory, shipping or order 
records. 
 
EXPERIENCE AND TRAINING:  Basic reading, writing and numerical ability.  Forklift certification required. 
 
5283 - LIGHT TRUCK OPERATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under limited supervision, operates company vehicles such as vans, light trucks and autos to perform a variety of pick-up and delivery 
tasks and miscellaneous errands.  Loads, unloads and transports materials, good, equipment and passengers between various local destinations.  May utilize manual or mechanical 
materials handling equipment as required.  Prepares, obtains and completes shipping receipts, material transfer orders, packing slips and similar documentation as required.  May 
perform limited maintenance on vehicles such as fueling, minor service, washing and the like. 
 
EXPERIENCE AND TRAINING:  Basic reading, writing and numerical ability.  Possession of a valid driver's license and highly reliable driving record required. 
 
5285 - HEAVY TRUCK/VEHICLE OPERATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under limited supervision, operates company vehicles and trucks with over two axles to perform delivery tasks.  Loads, unloads, 
and transports materials, goods, equipment and passengers between various locations.  May utilize manual or mechanical materials handling equipment as required.  Prepares, 
obtains and companies shipping receipts, material transfer orders, packing slips and similar documentation as required.  May perform limited maintenance on vehicles such 
as fueling, minor service, washing and the like. 
 
EXPERIENCE AND TRAINING:  Basic reading, writing and numerical ability required.  Possession of a current Class A/Class B license and documented safe driving record required. 
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5296 - DISTRIBUTION SUPERVISOR 1 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the supervision and coordination of all activities involved in the receipt, storage and shipment of cased goods 
product.  Supervises the transfer of finished product from bottling to warehouse.  Oversees inventory and audit of finished goods.  Supervises the rotation of cases in storage 
and may work closely with order entry in order to coordinate the processing and shipment of orders.  Responsible for the employment, training, employee motivation, safety 
and discipline of assigned employees. 
 
EXPERIENCE AND TRAINING:  Reading, writing, math and communication skills equivalent to those obtained through completion of high school or commensurate experience.  
Requires a well-rounded knowledge of distribution activities as would normally be obtained from 4 - 6 years of related experience. 
 
5297 - DISTRIBUTION SUPERVISOR 2 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the direction of employees involved in the storage, preparation for shipment and receipt of raw materials and/or finished 
goods and the maintenance of related Stores records.  Participates in establishing and modifying operational methods and procedures by recommending changes in materials, 
equipment and procedures.  Maintains a variety of reports records and documentation to reflect department activities.  Responsible for the employment, training, motivation and 
discipline of assigned employees.  May direct assigned employees through lead workers. 
 
EXPERIENCE AND TRAINING:  Reading, writing, math and communication skills equivalent to those obtained through completion of high school or commensurate experience.  
Requires a well-rounded knowledge of distribution activities as would normally be obtained from 5 - 7 years of related experience.  Well rounded knowledge of Stores/Shipping 
and Receiving activities as would normally be acquired through 2 or more years of supervisory experience. 
 
5298 - STORES/SHIPPING/RECEIVING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the management of employees engaged in the storage, shipment and receipt of raw materials and/or finished 
goods.  Establishes departmental procedures and standards.  Ensures proper warehousing and inventory control procedures are in place.  Responsible for managing the 
wholesale square footage requirements, working with bottling managers on bottling schedules to ensure space availability.  As required, develop and execute a departmental 
budget that will strategically leverage diverse resources, prioritize and support real time operation and long term productivity.  Responsible for the security and accountability 
of goods within jurisdiction.  Ensures that goods are packaged and protected for shipment according to specification.  Coordinates with production and marketing to develop 
and meet shipping objectives.  Normally directs activities through subordinate supervisors.  Responsible for the employment, training, employee motivation, safety and 
discipline of assigned employees. 
 
EXPERIENCE AND TRAINING:  4 years of experience in a supervisory level position in shipping, receiving or warehouse. 
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5302 - PRODUCTION COORDINATOR 
 
Responsible for entering all winemaking data into databases, including the Blend software program.  Prepares month-end bulk wine summary documents for the TTB and 
wine/vineyard related documents including special custom reporting.  As well as costing and other month-end documents for accounting and principals.  Organizes and is 
responsible for imputing current and historical month-end documents, weigh tags, CPO’s, analyses from outside labs, addition orders and analysis sheets.  Responsible for 
all compliance pertaining to the Bioterrorism Act, including receiving invoices, coding of goods or verifying it has been completed, enters information into the computer, and 
tracks usage of items.  May oversee inventory audits by BATF and Insurance Auditors.  Monitors chemical inventory, barrel inventory and bulk wine inventory.  Communicates 
with cellar and winemaking all changes in records and compliance to ensure correct tracking procedures and protocols are followed.  Responsible for maintaining relationships 
with suppliers.  Responsible for all follow-up activities to expedite delivery of goods/service, quality and cost effectiveness.  Responsible for physical inventory of packaged 
goods; including physical inventory after each bottling run and reconciliation of physical inventory in a timely manner. 
 
EXPERIENCE AND TRAINING:  High school or GED equivalent. 
 
5315 - PRODUCTION & MATERIAL PLANNING CAPACITY ANALYST 
 
PRIMARY RESPONSIBILITIES AND DUTIES:  With independent authority and using systems/software, schedule production of product from all winery operations.  Oversee 
inventory control for dry supplies materials.  Responsible to formulate and support the execution of the inventory investment strategy while maintaining a high level of 
support to the brand teams through timely availability of product.  Oversee mid-term and long-term production planning activities for the winery to ensure that they are 
meeting supply requirements and are within defined inventory, shelf-life and capacity limits.  Develops, maintains and reports on a production plan to meet wineries normal 
demand and seasonal anticipatory inventory build requirements while considering winery capacity levels.  Develops targets for appropriate inventory levels (dry supplies, 
work-in-process and finished goods).  Using forecasted shipments, determines both the short term and long plan production needs for winery operations.  Coordinates 
projections, stock orders, and customer orders to determine monthly bottling schedules.  Responsible for planning any contract bottling business.  Analyze forecast vs. 
production, forecast vs. sales orders and forecast vs. shipments with all groups.  Act a liaison for all customer service groups, communicating any market intelligence and 
trends effecting customer deliveries. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5315 Career Assignments are relatively complex and generally involve planning activities for products and/or
production processes where the manufacturing process is variable.  Requires 2 - 3 years of experience
which provided working knowledge of manufacturing activities including purchasing, materials,
production processes and engineering. 

3+ Bachelor’s Degree in 
Business or related 

filed.  APICS 
certification preferred.  

Experience in the 
beverage/alcohol/ 

wine/CPG preferred 
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5321, 5322, 5323 - PRODUCTION PLANNER/SCHEDULER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs a variety of production planning activities required to attain production objectives.  Monitors production activity to 
ensure a smooth and controlled flow of materials timed to meet production requirements.  Trouble-shoots and follows up on potential schedule problems.  Reviews product 
specifications to determine raw material requirements to support manufacturing schedules.  Schedules and coordinates the flow of work within or between departments of 
manufacturing plant to expedite production.  Reviews master production schedule and work orders, establishes priorities for specific customer orders, and revises schedule 
according to work order specifications, established priorities, and availability or capability of workers, parts, materials, machines and equipment.  Works with Purchasing to 
obtain and schedule materials based on production forecasts.  Works with Winery Operations and related areas to develop tools and procedures to maximize facility and 
equipment utilization.  Provides input to management regarding problems such as shortages, design changes and backlogs.  Develops detail schedules, material requirements 
lists, and production plans for established product lines.  Utilizing industry software (SAP) programs, maintains inventory of materials and/or parts needed to complete 
production.  May prepare work orders for production or purchase requests based on production schedules.  May include cellar/barrel /case goods/grape planning and 
scheduling activities. 
 
At the highest level, assignments are generally the most complex within planning activities and include the attainment of planning objectives where products and/or production 
processes are new or manufacturing processes are variable.  May direct and assist lower level planners. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5321 Entry Duties performed are usually routine where practices and procedures are well established.  Entry
level position into job family, usually exempt position with required academic background. 

0 - 2 Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
     

5322 Intermediate Assignments are relatively complex and generally involve planning activities for products and/or
production processes where the manufacturing process is variable.  Requires 2 - 3 years of experience
which provided working knowledge of manufacturing activities including purchasing, materials, and
production processes.   

2 - 5 Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
     

5323 Career Under general direction, performs a wide variety of complex planning activities required to attain
production objectives.  Requires 5 - 6 years of directly related experience which provided a thorough
knowledge of a variety of manufacturing activities including purchasing, materials, and production
processes.   

5+ Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
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5324 - MASTER SCHEDULER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Develops the master schedule, material requirements lists and production plans for complex products and/or production processes 
where the manufacturing processes are new and/or variable.  Reviews engineering plans and product specifications to determine raw material requirements to support 
manufacturing schedules.  Works with Purchasing to obtain and schedule materials based on production forecasts.  Works with Engineering and related design areas to 
develop tools and procedures to maximize facility and equipment utilization.  May provide work leadership for lower level employees.  May have supervisory responsibilities. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Business Administration, a related field or equivalent experience.  8 years production planning experience, including a thorough 
knowledge of a variety of manufacturing activities including purchasing, materials, engineering and production processes. 
 
5328 - PRODUCTION & CAPACITY PLANNING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  With complete independent authority and using SAP and APO, schedules production of product from all winery operations.  
Oversees inventory control of dry supplies materials.  Responsible to formulate and support the execution of the inventory investment strategy while maintaining a high level 
of support to the brand teams through timely availability of product.  Responsible for mapping the winery processes.  Defines capacity by activity and compares said capacity 
to projected demand and analyzes and recommends how to best allocate/expand/rationalize capacity.  Oversees mid-term and long term production planning activities to 
ensure that they are meeting supply requirements and are within defined inventory, shelf-life, and capacity limits.  Develops, maintains and reports on a production plan to 
meet Wineries normal demand and seasonal anticipatory inventory build requirements while considering winery capacity levels.  Develops targets for appropriate inventory 
levels of Dry supplies, work-in-process, and finished goods.  Plan material deliveries to ensure continuous operation (avoid production downtime) of our high speed, 
technologically advanced production lines.  Translates forecasted bulk wine requirements in grape equivalent.  Using forecasted shipments from APO, determines both the 
short term and long plan production needs for winery operations.  Coordinates projections, stock orders, and customer orders to determine monthly bottling schedules.  
Oversees the effective use of the APO system for both the planning and procurement of all materials used at the wineries.  As related to overall package performance provides 
input to bottling, packaging and marketing on materials used on packages at the wineries.  Participates on project teams regarding packaging changes.  Coordinate with 
personnel from Procurement, Winery, Warehouse, Maintenance, Quality Control, Bottling, Shipping, Customer Service and Outside Warehouse to obtain information necessary 
to ensure requested ship dates be met through proper monthly scheduling.  Participates in Sales and Operations Planning monthly meetings by providing production plan 
updates and facilitates feedback sessions.  Discusses and analyzes forecast vs. production, forecast vs. sales orders, and forecast vs. shipments with all groups.  Acts as 
liaison for all customer service groups, communicating any market intelligence and trends effecting customer deliveries.  Responsible for planning any contract business.  
Maintains a liaison with the brand teams, Grower Relations, Vineyards, Wineries, Bottling operations and Finance, to ensure production sites and company objectives are 
met. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Operations, Accounting, Engineering, Business, or Mathematics is required with 4 - 7 years of experience in a similar 
position.  APICS certification a plus. 
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5431, 5432, 5433 LOGISTICS/TRANSPORTATION ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES: Responsible for analyzing and interpreting data and providing logistics information to aid cost effective, efficient, timely and high quality 
logistics solutions.  Analyze product delivery or supply chain processes to identify or recommend changes.  May manage route activity including invoicing, electronic bills, and shipment 
tracing.  Monitors the daily transportation plan and assists with recommendations of the most economically advantageous and efficient means of delivering products.  .  Notifies 
company personnel regarding contract commitments, modifications and revisions.  Responsible for analysis of product arrival to the warehouse, flow of product through the facility, 
movement out of the facility and to the final destination. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5431 Entry Requires close supervision to coordinates and analyzes the logistical functions  ensuring the entire
life cycle of product movement is conducted in the most economical, effective and efficient manner.
Performs duties that are routine or repetitive tasks with specific instructions and set procedures.  May
assist with evaluation of freight classifications, tariff rates, and operating capabilities concurrent with
delivery schedules and deadlines.  Gathers information and assists in preparation of reports on
contractual and export compliance status, identifying deviations. 

0 - 1 Bachelor’s Degree in 
Business 

Administration, related 
field, may be required. 

     
5432 Intermediate Performs moderately complicated activities and processes requiring knowledge and skills, judgment,

independent analysis, and problem solving.  Coordinates and analyzes the logistical functions
ensuring the entire life cycle of product movement is conducted in the most economical, effective
and efficient manner.  Assist with evaluation of freight classifications, tariff rates, and operating
capabilities concurrent with delivery schedules and deadlines.  Gathers information and assists in
preparation of reports on contractual and export compliance status, identifying deviations.   

2 - 4 Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 

     
5433 Career Specialized knowledge which requires minimal supervision, and may provide working leadership to

employees performing routine tasks.  Recognized internally as a specialist resource or subject matter
expert.  Specialized knowledge of the field’s concepts, practices, procedures, systems or tools.  Recognized
internally as a specialist resource or subject matter expert.  Assists with evaluation of freight classifications,
tariff rates, and operating capabilities concurrent with delivery schedules and deadlines.  Gathers
information and assists in preparation of reports on contractual and export compliance status, identifying
deviations.  Assists supervisors in special projects, as required. 

5 + Bachelor’s Degree in 
Business 

Administration, related 
field, or equivalent 

experience. 
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5448 - LOGISTICS/TRANSPORTATION MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, directs and controls the activities and staff involved in the economical movement of inbound and outbound freight.  
Negotiates and determines freight rates, methods, classifications and configurations to ensure timely delivery and receipt of goods.  Reviews department procedures and 
recommends change to improve operating effectiveness and efficiency.  Coordinates the preparation of goods and shipment by surface, vessel or air.  Directs the consolidation 
of goods in accordance with economy, safety and timeliness.  Recommends special crating, packaging or preservation to ensure that goods reach destination in proper 
condition.  Coordinates booking of shipments with carriers to meet required schedules.  Contacts vendors, customers, carriers and purchasing to coordinate discrepancies 
such as misdirected goods and damages.  Prepares and processes freight damage claims. 
 
EXPERIENCE AND TRAINING:  Advanced business training covering traffic, shipping, receiving and warehouse practices equivalent to 2 years of college level instruction or equivalent 
experience. 
 
5467 - IMPORT/EXPORT SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for all activities associated with import/export.  Maintain and track status of all product and POS orders, their current 
status, estimated time of arrival, and alert appropriate personnel when there are delaying factors that need to be addressed.  Coordinates with production, distributors and 
sales for product being imported/exported.  Make sure that all mandatory requirements are up-to-date.  Manage smooth flow of entire point of sale material cycle.  Air freight 
shipment coordination including obtaining air freight quotes, putting order together with paperwork, working with customs, clearing through customs and liaising with sales 
person and distributor to ensure on-time delivery.  Ability to carry-out instructions received via fax, phone and voice mail from multiple overseas locations and/or in various 
time zones.  Ability to communicate effectively with customers/clients of many cultural backgrounds. 
 
EXPERIENCE AND TRAINING:  Excellent organizational and follow-up skills.  A minimum of 5 - 7 years of experience in import/export administration. 
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5521, 5522, 5523 - SUPPLY CHAIN PLANNER/ANALYST  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for forecasting and mitigating supply chain problems, and determining the best time to purchase inventory.  
Responsible for developing a master production plan and detailed scheduling that may include bottling, barrel, wide range of logo centric boxes, bulk wine (if required) that 
satisfies customer requirements while balancing production efficiencies and inventory targets.  Develops daily and long-range production plans, manage inventory to maintain 
appropriate levels, and coordinate the availability of raw materials for the production process.  Analyzes sales forecasts, new business opportunities, customer expectations 
and internal capacity constraints to develop these production plans.  Requires strong data analytics skills, including proficiency in statistical analysis, forecasting models, and 
data visualization software.  Assesses vendor operations and the supply chain's environmental impact.  Communicating with vendors to ensure material availability, and 
liaising with buyers and procurement managers. Forecasting and mitigating supply chain problems, and determining the best time to purchase inventory.  Will gather 
data on each step within the supply chain, using it to recommend changes to reduce costs.  Negotiates with vendors and carriers to secure best pricing and ensure contract 
compliance. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

5521 Entry Under minimal supervision develops strategies using analytical thinking to create strategies to
improve efficiency, reduce costs, and meet sales and delivery objectives. 

0 - 2 Bachelor’s Degree in 
Business 

Administration, 
operations, logistics, 

supply chain or a 
similar field. 

     
5522 Intermediate May take on managing large projects and may lead teams for specific projects. Will be responsible 

for strategic planning, advanced data analysis, and implementing solutions to optimize the supply 
chain. 

2 - 5 Bachelor’s Degree in 
Business 

Administration, 
operations, logistics, 

supply chain or a 
similar field. 

     
5523 Career Provides functional leadership in cross-functional teams working towards continuous process

improvement, planning strategies and simultaneous engineering. Leads initiatives that will optimize
inventory positions and customer serviceability.  Ensures continuous validation and evolution of
internal/external vendor performance and compliance measurement. 

5 + Bachelor’s Degree in 
Business 

Administration, 
operations, logistics, 

supply chain or a 
similar field. 
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5527 - SUPPLY CHAIN SUPERVISOR  
 
PRIMARY DUTIES AND RESPONSIBILITIES: Responsibilities include managing inventory, overseeing procurement, and coordinating distribution.  Maintains the relationship 
with supply chain partners, ensuring critical practices of production, selection, order fulfillment and biosecurity are in place and well implemented.  Coordinating the distribution 
of inventory and procured items, including warehouse and transport activities.  This also includes managing inbound and outbound scheduling, pickups, and claims. Developing 
budgets for regional accounts and keeping expenditures within budget.  Supporting and leading in contract negotiation and renewal. 
 
Experience and Training:  Bachelor’s Degree in supply chain management, business management, operations, logistics, or a similar field.  A Supply Chain Management 
Certification is preferred. 6 plus years’ experience. 
 
5528 - SUPPLY CHAIN MANAGER  
 
PRIMARY DUTIES AND RESPONSIBILITIES: Responsible for overseeing the flow of a company's products and services from procurement to delivery. Manages the flow of a 
company's products and services from procurement to delivery. Maintaining inventory levels, implementing inventory control methods, and tracking shipments.  Oversees 
optimizing transportation routes and selecting providers.  Monitors the lifecycle of the product manufacturing process and ensuring factories have enough supplies.  Oversees 
identifying, managing, and minimizing risks that could affect the supply chain.  Manages warehousing and distribution centers, and track shipments to ensure on-time delivery 
and to reduce costs.  Responsible for Team management: Hiring, training, and evaluating departmental supervisors, and managing and motivating a team of supply chain 
staff. 
 
Experience and Training:  Bachelor Degree in supply chain management, business management, operations, logistics, or a similar field.  A Supply Chain Management 
Certification is preferred. 
 
5529 - SUPPLY CHAIN DIRECTOR  
 
PRIMARY DUTIES AND RESPONSIBILITIES: Lead and execute the implementation of all new projects at winery to ensure timely, accurate and high quality delivery to the 
market. Lead the execution of all current SKU’s to ensure timely, accurate and high quality delivery to the market. Lead across all areas of the business in order to execute 
Marketing, Winemaking, Supply Chain, Production, Finance and Compliance. Responsible for financial and planning responsibilities for custom processing. Develops process 
and communication across all departments. Ensure there is an internal system that clearly defines what is needed per each country. Develop process and communication 
across all departments.  Develops and implement processes for documents per country/customer. Ensure there is an internal system that clearly defines what is needed per 
each country for export.  Develops a sustainable process for all approvals needed by Certified Organic Farmers.  Leads processes for all Marketing driven projects. 
 
EXPERIENCE AND TRAINING: Bachelor degree in supply chain management, business management, operations, logistics, or a similar field. A Supply Chain Management 
Certification is preferred. 6 - 8 years Supply Chain experience. 
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FUNCTION: INFORMATION TECHNOLOGY 
 
6261, 6262, 6263 - PC SUPPORT TECHNICIAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Provides technical support to end users to resolve computer software and hardware problems.  Installs computer hardware, 
software and peripherals for new employees or for employee relocations.  Installs new software packages and upgrades.  Provides routine maintenance, diagnostics and 
repair on PC software, hardware, network and peripherals.  May facilitate and conduct training sessions for company employees in the operation of software/hardware 
systems.  Responsible for performing MIS/Help Desk assignments including, screening, referring and diagnosing internal inquiries and work requests as they relate to 
maintenance of personal computers and related systems.  Performs troubleshooting and diagnostic routines to identify problems relating to hardware application software 
and network communications. 
 
At the highest level, responsible for troubleshooting, diagnosing and repair of various operating systems and desktop applications.  Sets up and install workstations, printers 
and peripherals, configuring for the network as appropriate.  May install and troubleshoot telephone instruments.  Monitors virus protection software deployed. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6261 Entry May control password assignment.  May aid in the development of system documentation and
procedure manuals as required.  May assist in performing minor troubleshooting to identify applicable
problems.  Work assignments are routine in nature where limited judgment is required and standard
resolutions are available. 

0 - 2 Associate Degree in 
Computer Science or 
equivalent technical 

training. 
     

6262 Intermediate Assist in the development of system documentation and procedure manuals as required.  Maintains
an adequate spare parts inventory of systems, subsystems, and component parts used in repair work. 
Performs troubleshooting and diagnostic routines to identify problems.  Work assignments are semi-
routine in nature where ability to recognize deviation from accepted practice is required. 

2 - 5 Associate Degree in 
Computer Science or 
equivalent technical 

training. 
     

6263 Senior Responsible for the development of system documentation and procedure manuals.  Contacts and
coordinates with hardware or software vendors for service if necessary.  Performs troubleshooting
and diagnostic routines to identify problems.  Work assignments are more complex in nature where
ability to recognize deviation from accepted practice is required. 

5 - 7 Associate Degree in 
Computer Science or 
equivalent technical 

training. 
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6312, 6313 - APPLICATIONS PROGRAMMER/ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Conducts and coordinates the analysis, design and implementation of computer based information systems to meet user 
requirements.  Plans and directs preliminary studies of potential electronic data processing applications and prepares design proposals to reflect costs, time and alternative 
actions to satisfy existing and future needs of the corporation.  Participates in systems software development and maintenance as required.  Conducts detailed analysis of 
defined systems specifications and develops all levels of block diagrams and flow charts.  Assists in the preparation of costs analyses and justifications of data processing 
systems.  Develops conversion and system implementation plans.  Conducts a full range of programming tasks including program design, program coding, debugging and 
documentation for a variety of general applications programs including data manipulation, input and output routines reflecting a variety of equipment configurations.  
Responsible for performing professional Programmer/Analyst assignments, including conducting analysis, maintenance, design conversion and implementation of computer 
based information systems to meet specified design requirements and specifications.  Investigates standard system applications, prepares analysis of system specifications 
and program coding.  Translates detailed design specifications into computer program instructions, debugs routine programs, conducts systems test data, prepares diagrams 
and over-all flow charts, prepares statements of programs objectives and associated documentation.  Conducts programming tasks including data manipulation, input and 
output routines reflecting a variety of equipment configurations. 
 
At the highest level, activities include the conceptualization, development and implementation of complex program designs.  Performs complex systems analysis and programming 
tasks requiring advanced techniques on the forefront of technology which may include mainframe, WEB, Visual Basic and/or .Net.  Acts as senior consultant for lower staff, providing 
technical advice and consultation on complex analysis and programming applications.  Reviews and evaluates feasibility studies and prepares recommendations based on in-depth 
knowledge of problem and the capabilities of potential approaches. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6312 Intermediate Develops operator and control instructions; maintains and updates existing programs of a non-routine
nature.  Conducts systems programming and support activities such as new or revised segments of
language codes or processing.  Monitors effective hardware utilization, reviews system logic for
optimum throughput.  Work frequently includes program maintenance and error detection/correction
of existing codes/languages and/or revisions to systems documentation. 

2 - 5 Bachelor's Degree in 
Computer Science, a 

related field or 
equivalent experience. 

     
6313 Career Conducts analysis of complex data processing applications and prepares feasibility studies to evaluate

user needs for new or revised systems.  Coordinates the interfaces between major systems and
programs.  Often responsible for achieving operational status within required time parameters and
with acceptable operating performance.  Defines system objectives and prepares systems design
specifications to meet user requirements and satisfy interface problems.  Investigates available
hardware and software configurations and capabilities; recommends optimal system to meet
applications objectives. 

5 - 8 Bachelor's Degree in 
Computer Science, a 

related field or 
equivalent experience. 
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6498 - INFORMATION TECHNOLOGY MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, organizes, directs, and controls the activities and staff involved in the study, design, development, and installation of data processing 
systems, including systems analysis, programming and computer operations.  Manages through subordinate managers, analysts and programmers, in the development and installation 
of information systems for planning, control, and operational purposes.  Supervises the conduct of feasibility studies for systems improvement and the preparation of systems project 
proposals.  Prepares long-range systems projects/plans with priority recommendations.  Presents proposed systems projects to higher management.  Reviews facility and equipment 
requirements and prepares related recommendations.  Coordinates all decentralized data processing applications and monitors equipment utilization.  Prepares operational forecasts 
and requirements for data processing, systems development, and communications.  Prepares and administers project and department budgets and reports budget performance. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  7 years of systems design, planning and installation experience 
in data processing activities. 
 
6499 - INFORMATION TECHNOLOGY DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, organizes, directs, and controls the activities and staff involved in the study, design, development, and installation of data 
processing systems, including systems analysis, programming and computer operations.  Typically manages through subordinate managers, analysts and programmers, in 
the development and installation of information systems for planning, control, and operational purposes.  Directs the conduct of feasibility studies for systems improvement 
and the preparation of systems project proposals.  Prepares long-range systems projects/plans with priority recommendations.  Presents proposed systems projects to higher 
management.  Reviews facility and equipment requirements and prepares related recommendations.  Directs the coordination of all decentralized data processing applications 
and monitoring of equipment utilization.  Approves operational forecasts and requirements for data processing, systems development, and communications.  Approves 
budgets and reports budget performance.  Directs and recommends employment requirements, training, motivation and discipline of assigned employees. 
 
EXPERIENCE AND TRAINING:  Bachelor’s or Master’s Degree in Computer Science, a related field or equivalent experience.  Minimum of 10 years applicable experience within 
various disciplines in the IT function, including supervision/management experience. 
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FUNCTION: FACILITIES / MAINTENANCE 
 
6501, 6502, 6503 - MAINTENANCE WORKER 
 
This job family it typical matched to by smaller wineries that do not have the specificity within the maintenance function to include such areas as Vehicle/Truck 
Maintenance, Bottling Line Maintenance and Winery and Facilities Maintenance. 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs repair, modification and preventative maintenance tasks on buildings, facilities and systems.  May do limited carpentry and 
painting.  Conducts preventative maintenance inspections and performs required preventative maintenance actions such as lubrication, cleaning, filter change and the like.  Utilizes 
standard hand and portable power tools.  Assists in the movement of furniture, materials and equipment as required. 
 
At the highest level, reviews service requests for repairs and maintenance, determines nature of problem and recommends appropriate solution.  Coordinates work of outside 
contractors.  May provide work leadership for lower level maintenance mechanic through assignment of work, coordination of effort, providing technical guidance and review of 
assignment progress. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6501 Entry Under close supervision, performs routine repair, modification and preventative maintenance task. 
Troubleshoots, repairs and maintains standard facility systems.  May install minor modifications. 
Tasks are well defined and guidance from supervisor is readily available.  Excludes trainees with no
previous experience. 

1 - 3 Basic reading, writing 
and math skills. 

     
6502 Intermediate Under limited supervision, performs repairs, modifications and preventative maintenance on

buildings, facilities, equipment, fixtures and systems.  Troubleshoots, repairs and maintains facility
plumbing, mechanical and electrical systems.  May install minor modifications.   

3 - 5 Basic reading, writing 
and math skills.  

Knowledgeable in 
skilled trades. 

     
6503 Senior Under general supervision, performs repairs and preventative maintenance on a wide variety of

buildings, facilities, equipment, fixtures and systems.  Installs, troubleshoots, repairs and maintains
a wide variety of facility plumbing, mechanical and electrical systems. 

5+ Basic reading, writing 
and math skills.  

Knowledge in skilled 
trades and 

understanding of 
building codes 

desirable. 
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6505 - MAINTENANCE SPECIALIST - JOURNEY LEVEL 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general supervision, performs a variety of maintenance in skilled trade areas such as carpentry, plumbing, painting, 
automotive, vineyard equipment, mechanical maintenance, electrical and air conditioning/heating/ ventilation.  May provide journey level support in one or more of the skilled 
trades and/or routine support in a variety of others.  Assignments are complex and require journey level knowledge of methods, tools, codes, procedures and material 
characteristics.  Tasks involve complex troubleshooting, modification, installation, repair, servicing and similar maintenance operations where detailed knowledge and 
experience is required. 
 
EXPERIENCE AND TRAINING:  Requires a well-rounded and experienced knowledge of the practices, tools, equipment and materials used in assigned skill trade area at the equivalence 
of the completion of an apprenticeship program qualifying for journey level recognition. 
 
6506, 6507, 6508 - VEHICLE/TRUCK MAINTENANCE MECHANIC 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Working under limited supervision performs skilled level maintenance support on winery vehicles including, but not limited to forklifts, 
light duty trucks, heavy duty diesel trucks and other facility vehicles.  Inspects equipment requiring major repairs or overhaul and determines the nature and extent of the work to be 
done.  Conducts preventative maintenance inspections and performs required preventative maintenance actions such as lubrication, cleaning, filter change and the like.  Utilizes 
standard hand and portable power tools.  Assists in the movement of furniture, materials and equipment as required. 
 
At the highest level, reviews service requests for repairs and maintenance, determines nature of problem and recommends appropriate solution.  Coordinates work of outside 
contractors.  May provide work leadership for lower level maintenance mechanic through assignment of work, coordination of effort, providing technical guidance and review of 
assignment progress. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6506 Entry Under close supervision, performs routine repair, modification and preventative maintenance tasks. 
Troubleshoots, repairs and maintains company fleet of various types of vehicles.  Tasks are well
defined and guidance from supervisor is readily available.  Excludes trainees with no previous
experience. 

1 - 3 High School or 
equivalent experience. 
Certification to operate 
required vehicles.  Valid

Driver’s License. 
     

6507 Intermediate Under limited supervision, performs repairs, modifications and preventative maintenance on company
fleet of various types of vehicles.  Troubleshoots, repairs and maintains vehicles.  Coordinates
material requirements of each task with stock on hand.  Arranges purchase of needed supplies. 
Troubleshoots problems reported by operators and drivers.  May require on-call status for
emergencies. 

3 - 5 High School or 
equivalent experience. 
Certification to operate 
required vehicles.  Valid

Driver’s License. 
     

6508 Senior Under limited supervision, performs repairs, modifications and preventative maintenance on company
fleet of various types of vehicles.  Troubleshoots, repairs and maintains vehicles.  Coordinates
material requirements of each task with stock on hand.  Arranges purchase of needed supplies. 
Troubleshoots problems reported by operators and drivers.  May require on-call emergency status. 

5+ High School or 
equivalent experience. 
Certification to operate 
required vehicles.  Valid

Driver’s License. 
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6510, 6511, 6512 - WINERY AND FACILITIES MAINTENANCE MECHANIC 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs repair, modification and preventative maintenance tasks on buildings, facilities and winery properties.  Conducts preventative 
maintenance inspections and performs required preventative maintenance actions.  Utilizes standard hand and portable power tools.  Assists in the movement of furniture, materials 
and equipment as required. 
 
At the highest level, reviews service requests for repairs and maintenance, determines nature of problem and recommends appropriate solution.  Coordinates work of outside 
contractors.  May provide work leadership for lower level maintenance mechanic through assignment of work, coordination of effort, providing technical guidance and review of 
assignment progress.  Requires skilled knowledge of electrical, plumbing and carpentry tools, processes, procedures and safety. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6510 Entry Under close supervision, performs routine repair, modification and preventative maintenance on
buildings, facilities, equipment, fixtures and systems.  Troubleshoots, repairs and maintains standard
facility systems.  May install minor modifications.  Tasks are well defined and guidance from
supervisor is readily available.  Excludes trainees with no previous experience. 

1 - 3 High School or 
equivalent experience. 
Certification to operate 

required specific 
machinery or plant 

vehicles.  Valid Driver’s 
License. 

     
6511 Intermediate Under limited supervision, performs repairs, modifications and preventative maintenance on

buildings, facilities, equipment, fixtures and systems.  Troubleshoots, repairs and maintains facility
plumbing, mechanical and electrical systems.  May install minor modifications.  Performs skilled level
repairs and modifications on building and ground performing tasks such a light plumbing and
electrical, painting, handy-man type tasks, moving furniture, may include labor house maintenance.

3 - 5 High School or 
equivalent experience. 
Certification to operate 

required specific 
machinery or plant 

vehicles.  Valid Driver’s 
License. 

     
6512 Senior Under general supervision, performs repairs and preventative maintenance on a wide variety of

buildings, facilities, equipment, fixtures and systems.  Installs, troubleshoots, repairs and maintains
a wide variety of facility plumbing, mechanical and electrical systems.  Performs skilled level repairs
and modifications on building and ground performing tasks such a light plumbing and electrical,
painting, handy-man type tasks, moving furniture, may include labor house maintenance. 

5+ High School or 
equivalent experience. 
Certification to operate 

required specific 
machinery or plant 

vehicles.  Valid Driver’s 
License. 
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6514, 6515, 6516 - BOTTLING LINE MAINTENANCE MECHANIC 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs repair, modification and preventative maintenance tasks on winery machinery.  Conducts preventative maintenance inspections 
and performs required preventative maintenance actions such as lubrication, cleaning, filter change and the like.  Utilizes standard hand and portable power tools.  Assists in the 
movement of materials and equipment as required. 
 
At the highest level, reviews service requests for repairs and maintenance, determines nature of problem and recommends appropriate solution.  Coordinates work of outside 
contractors.  May provide work leadership for lower level mechanic through assignment of work, coordination of effort, providing technical guidance and review of assignment progress. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6514 Entry Under close supervision, performs routine repair, modification and preventative maintenance task. 
Troubleshoots, repairs and maintains standard facility systems.  Suggests modifications to improve
performance and to increase production.  Tasks are well defined and guidance from supervisor is
readily available.  Excludes trainees with no previous experience. 

1 - 3 High School or 
equivalent experience. 
Certification to operate 

required specific 
machinery or plant 

vehicles.  Valid Driver’s 
License. 

     
6515 Intermediate Under limited supervision, performs repairs, modifications and preventative maintenance on bottling

machinery and systems.  Troubleshoots, repairs and maintains bottling line mechanical and electrical
systems.  Performs minor modifications to improve performance and to increase production. 

3 - 5 High School or 
equivalent experience. 
Certification to operate 

required specific 
machinery or plant 

vehicles.  Valid Driver’s 
License. 

     
6516 Senior Under general supervision, performs repairs and preventative maintenance on bottling machinery

and systems.  Installs, troubleshoots, repairs and maintains bottling line mechanical and electrical
systems.  Performs minor modifications to improve performance and to increase production. 
Participates in or supervises new equipment installation. 

5+ High School or 
equivalent experience. 
Certification to operate 

required specific 
machinery or plant 

vehicles.  Valid Driver’s 
License. 
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6525 - CONTROL TECHNICIAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under minimal supervision responsible for maintaining, installing and troubleshooting all plant instrumentation and other control 
systems.  Creates simple programs for programmable logic controllers; installs and troubleshoots programmable logic controllers.  Creates projects for stand-alone and 
networked HMIs; installs and troubleshoots stand-alone and networked HMIs.  Installs and maintains the process control instruments, both electronic and pneumatic.  
Configures parameters and troubleshoots variable frequency drives.  Troubleshoots process instrumentation.  Traces and corrects control loop malfunctions; participates in 
the maintenance and production concerning instrument systems.  Provides direction to plant electricians, automation technicians and mechanics as needed to complete 
repairs.  Recommends component changes or replacement devices for more efficient and accurate process measurement and control.  Isolates and corrects defective valves, 
broken diaphragms, contaminated systems, improperly working electronic units, and other malfunctions or inefficient processes.  Prepares various reports and maintains 
historical records of problems and causes for specified preventive maintenance or troubleshooting assignments 
 
JOB LEVEL:  Intermediate 
 
6545 - MAINTENANCE MECHANIC - JOURNEY LEVEL 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general supervision, performs a wide variety of skilled mechanic duties to install, troubleshoot, repair and modify 
mechanical equipment and facilities.  Follows blueprints, drawings and general instructions to plan and layout assignment.  Assembles and installs mechanical and electro-
mechanical equipment and systems such as production machinery/tools, conveyor systems, storage racks and tanks, facility equipment and the like.  Uses a wide variety of 
hand, power, and machine tools to perform assignments.  Troubleshoots and repairs mechanical equipment and systems requiring the isolation of the malfunction, disassembly 
of equipment and repair/replacement of bearings, gears, structural components and the like.  Performs preventive maintenance on equipment and mechanical systems.  May 
perform non-certified welding, wiring and simple machining operations incidental to repair and maintenance tasks.  May provide work leadership to other maintenance 
employees. 
 
EXPERIENCE AND TRAINING:  Requires a well-rounded knowledge of the practices, tools, equipment and materials used within the mechanic's trade.  Ability to read and interpret 
blueprints and assembly drawings.  Excludes those with full supervisory responsibilities.  Includes only those who perform specialized maintenance mechanic assignments as the major 
component of the job.  The completion of an apprenticeship program qualifying for journey level recognition required. 
 
6547 - MAINTENANCE SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  First level exempt supervisor responsible for the direction of maintenance employees to maintain and repair a variety of 
manufacturing/production equipment.  Establishes and maintains schedules and controls to provide continuous preventive, routine and emergency repairs and maintenance 
of manufacturing and processing equipment.  Advises and provides technical and other line maintenance personnel data required to implement maintenance programs for 
existing and new equipment.  Excludes working leaders.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
 
EXPERIENCE AND TRAINING:  Requires technical knowledge of manufacturing and processing equipment, formal technical training and 4 years related work experience. 
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6610 - CULINARY GARDENER  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible all aspects of growing vegetables from seed to harvest.  Tasks include plant propagation, planting, harvest, 
cultivation, weeding, washing/packing, bed preparation and mulching.  Daily maintenance of seasonal vegetable and fruit crops.  Responsible for Garden 
construction, compost maintenance, irrigation maintenance and maintain awareness of changing crop rotation.  Carries out important, time-sensitive harvests with great 
speed and accuracy.  Monitors and reports on conditions of crops, equipment, and overall appearance of garden.  Assists in general upkeep of garden tools and machine.  
Assists in general upkeep of garden tools and machinery. 
 
EXPERIENCE AND TRAINING:  One year of farming experience.  Culinary experience and an understanding of the culinary arts is very beneficial. 
 
6612 - GROUNDSKEEPER 2 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general supervision, performs grounds keeping work maintaining and caring for assigned landscaped areas.  Cultivates 
and fertilizes lawns, plants, shrubs and trees.  Prepares soil for sowing seeds, waters turf and ornamental ground covers, sprays and reseeds turf.  Operates grounds keeping 
equipment including, but not limited to, power and lawn mowers, power edgers and blowers.  Sweeps and maintains sidewalks, driveways, building entrances and other 
assigned areas. 
 
EXPERIENCE AND TRAINING:  Normally requires 1 year of grounds work experience, including the operation of light mechanical equipment.  Valid driver’s license may be required. 
 
6613 - GROUNDKEEPER 3 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under limited supervision, performs grounds keeping work maintaining and caring for assigned landscaped areas.  Cultivates 
and fertilizes lawns, plants, shrubs and trees.  Prepares soil for sowing seeds, waters turf and ornamental ground covers, sprays and reseeds turf.  Operates grounds keeping 
equipment including, but not limited to, power and lawn mowers, power edgers and blowers.  Sweeps and maintains sidewalks, driveways, building entrances and other 
assigned areas. 
 
EXPERIENCE AND TRAINING:  Normally requires 2 - 3 years of grounds work experience, including the operation of light mechanical equipment.  Valid driver’s license may be required. 
 
6616 - GROUNDSKEEPER LEAD 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  
Excludes those with full supervisory responsibilities.  Performs grounds keeping work maintaining and caring for assigned landscaped areas.  Cultivates and fertilizes lawns, 
plants, shrubs and trees.  Prepares soil for sowing seeds, waters turf and ornamental ground covers, sprays and reseeds turf.  Operates grounds keeping equipment including, 
but not limited to, power and lawn mowers, power edgers and blowers.  Sweeps and maintains sidewalks, driveways, building entrances and other assigned areas. 
 
EXPERIENCE AND TRAINING:  Normally requires 2+ years of grounds work experience, including the operation of light mechanical equipment.  Valid driver’s license may be required.  
Ability to communicate effectively with good skills in reading, writing and basic math. 
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6617 - LANDSCAPE SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for overseeing the maintenance and development of winery grounds and landscaping.  Responsible for lower level 
employees.  Develops and maintains schedules for pruning, fertilizing, and pesticide application.  Responsible for plant irrigation system.  Maintains power equipment and 
tools. 
 
EXPERIENCE AND TRAINING:  Requires 5+ years landscape experience.  Minimum 2 years as a crew leader.  Contractor and pesticide applicator’s license is a plus.  Valid California 
driver’s license required. 
 
6641, 6642, 6643 - JANITOR/CUSTODIAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs maintenance and custodial duties in office, manufacturing and rest areas, maintaining premises in a clean and orderly 
manner.  Operates commonly used types of power cleaning and polishing equipment.  Performs custodial tasks such as sweeping, mopping and waxing floors; dusting and 
polishing woodwork, fixtures and equipment; washing windows, walls and lavatory facilities.  May perform minor preventative maintenance tasks on equipment, machinery 
equipment and systems such as lubrication, cleaning and filter change.  Assists in the movement and relocation of furniture, equipment and machinery as required. 
 
At the highest level, may provide work leadership to lower level custodians. 
 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6641 Entry Under close supervision, performs minor maintenance and custodial duties.  Guidance from superiors
is always available.  Entry level position into job family. 

0 - 1 Ability to communicate 
effectively with good 

skills in reading, writing 
and basic math. 

     
6642 Intermediate Under limited supervision, performs maintenance and custodial duties. 1 - 2 Ability to communicate 

effectively with good 
skills in reading, writing 

and basic math. 
     

6643 Lead Provides work leadership to others through assignment of work, review of progress, monitoring of
results and instruction.  Excludes those with full supervisory responsibilities. 
 

2+ Ability to communicate 
effectively with good 

skills in reading, writing 
and basic math. 
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6671 - SECURITY GUARD 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under limited supervision, guards and patrols company property and facilities in order to protect property and personnel against 
fire, theft, vandalism, illegal entry and other hazards.  Controls access points.  May receive and direct visitors to desired areas.  Periodically tours premises, examines doors, 
windows, and gates to determine they are secure.  Observes departing persons to guard against theft of company property.  Maintains security reports and records.  Reports 
irregularities and coordinates activities with local law enforcement agencies as required. 
 
EXPERIENCE AND TRAINING:  Basic reading, writing and communications skills.  Requires tact and judgment in exercising duties. 
 
6673 - SECURITY GUARD LEAD 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  
Excludes those with full supervisory responsibilities.  Guards and patrols company property and facilities in order to protect property and personnel against fire, theft, 
vandalism, illegal entry and other hazards.  Controls access points.  May receive and direct visitors to desired areas.  Periodically tours premises, examines doors, windows, 
and gates to determine they are secure.  Observes departing persons to guard against theft of company property.  Maintains security reports and records.  Reports irregularities 
and coordinates activities with local law enforcement agencies as required. 
 
EXPERIENCE AND TRAINING:  Basic reading, writing and communications skills.  Requires tact and judgment in exercising duties. 
 
6697 - FACILITIES SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Ensures efficient utilization of all winery equipment.  Directs maintenance staff to repair, modify and maintain winery equipment 
and building facilities.  Establishes and maintains daily work schedules, maintenance records and inventory of equipment.  Provides guidance and support to staff to increase 
skill and knowledge.  Negotiates with vendors, seeks bids from suppliers and independent contractors, and oversees to ensure compliance.  Interfaces with government 
officials concerning inspections, OSHA regulations and related business.  Typically works under the direction of Facilities Manager and is responsible for the supervision of 1 
- 3 employees. 
 
EXPERIENCE AND TRAINING:  Completion of technical training, journey-level education in HVAC, electrical, plumbing, welding or equivalent experience.  Typically has 7 - 10 years 
related experience with 1 - 2 years supervisory experience. 
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6698 - FACILITIES MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, organizes, directs and controls the activities and staff involved in the design, construction, coordination, modification, 
maintenance and administration of company facilities and equipment.  Develops plans and programs responsive to present and anticipated space and facility requirements.  
Formulates and monitors company facility standards.  Participates in site identification, selection and acquisition activities to ensure the most economical application and 
utilization of company facility resources.  Evaluates proposals and bids for various design, contracting and follow-on services as required.  Recommends bid acceptance.  
Reviews preliminary and final working drawings for adherence to specifications, design considerations and cost criteria.  Coordinates construction activities to ensure 
attainment of budget and schedule objectives.  Evaluates the qualifications, professional capabilities and reputation of architects, general contractors, sub-contractors and 
service contractors available for bid consideration.  Directs and works with architects, staff consultants, and contractors in the design and development of new facilities.  
Provides design and space criteria and coordinates final approval of facility designs.  Investigates and evaluates new materials, systems and equipment which may benefit 
the company in its facilities programs.  Responsible for the employment, employee motivation, counseling and discipline of employees supervised. 
 
EXPERIENCE AND TRAINING:  Requires a well-rounded knowledge of facilities design, construction, administration and maintenance as would normally be obtained by a Bachelor’s 
Degree in Civil Engineering or a related technical discipline and 7 years of progressively responsible facilities development/ construction activity, including the supervision of related 
staff. 
 
6701, 6702 - SHOP MECHANIC 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the repairs and maintains the operation of large and small machinery.  Knowledge of farm machinery, electric 
power tools, hydraulic systems, arc and gas welding systems and their operation engines.  Independently repairs machinery, welds and performs other shop functions.  
Knowledge of wiring, hydraulics, pumps as well as electrical skills.  Must safely operate hand and power tools.  Overhaul gas and diesel engines.  Responsible for adjusting 
and calibrating equipment.  Maintain safe and clean work area.  Orders replacement parts as required. 

   Typical Typical 
Job   Years of Education 

Number Job Level Job Level Definition Experience And Training 
     

6701 Entry Under limited supervision, performs repairs, modifications and preventative maintenance on
machinery and systems.  Troubleshoots, repairs and maintains mechanical and electrical systems. 
Performs minor modifications to improve performance and to increase production. 

0 - 2 High School 
diploma/GED or 

equivalent work related 
experience.  Valid State 
issued Driver’s License. 

     
6702 Intermediate Under general supervision, performs repairs, modifications and preventative maintenance on

machinery and systems.  Troubleshoots, repairs and maintains mechanical and electrical systems. 
Performs minor modifications to improve performance and to increase production.  Maintain safe and
clean work area.  Orders replacement parts as required.  May fill in for Shop Manager/Supervisor
when (s) he is away. 

2 - 4 High School 
diploma/GED or 

equivalent work related 
experience.  Valid State 
issued Driver’s License. 
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6707 - SHOP MECHANIC SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Supervises operation of all shop activities throughout the year.  May assist with personnel management, hiring, training, 
development, evaluations and discipline.  May assist in Managing Operating and Capital budgets.  Purchases vineyard equipment and codes invoices for timely payment.  
Ensures that operational cost of vineyard equipment is competitive with industry standards.  May be asked to coordinate transportation deliveries for various locations, 
including outside trucking.  During harvest, may lease additional equipment for various locations.  Observes and follows company, OSHA and DOT safety regulations. 
 
EXPERIENCE AND TRAINING:  Associate of Arts Degree in trades, journey level or equivalent experience.  2 - 3 years shop experience. 
 
6708 - SHOP MECHANIC MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for overall management of Vineyard & Vehicle maintenance shops including vehicle, forklift and golf-cart fleet 
maintenance.  Responsible for overseeing maintenance programs and to ensure repairs are done efficiently and cost effectively.  Manage an internal budget, as well as cost 
analysis.  During harvest, coordinates with Vineyard and Cellar management to schedule drivers and vehicles to support harvest activities.  This includes hauling grapes, 
pomace, stems, etc.  Responsible for scheduling equipment and vehicle availability and maintenance, including preventive/routine maintenance and major maintenance 
projects.  Responsible for coordination and compliance with hazardous disposal guidelines and regulations as they apply to chemicals used in the maintenance shops.  Requires 
a good working knowledge of all tools and equipment required to diagnose, troubleshoot and repair possible problems that may be experienced with diesel and gasoline 
engines, both electronic and non-electronic; transmissions, manual and automatic as well as electronic; vehicle suspensions; braking systems, air and mechanical as well as 
ABS systems. 
 
EXPERIENCE AND TRAINING:  Associate of Arts Degree in trades.  Technical Degree is preferred.  Minimum of 5 years of experience in automotive repair preferred.  
Minimum of 4 years supervisory experience preferred. 
 
6709 - MAINTENANCE/CONSTRUCTION MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the planning, development and management of maintenance and construction projects unique to a winery.  
Establishes equipment maintenance programs; often supervises a crew of journey-level maintenance mechanics (both in-house and sub-contractors) having welding, 
refrigeration, plumbing, carpentry and electrical skills.  Obtains quotes and costs estimates on construction projects; compares bids and makes recommendations to 
management.  Prepares budget and monitors related expenses.  Responsible for coordination and compliance with hazardous disposal guidelines and regulations as they 
apply to chemicals used in the maintenance shops. 
 
EXPERIENCE AND TRAINING:  Associate of Arts Degree in trades, journey level or equivalent experience.  3 - 5 years maintenance mechanic experience working in a winery on 
machinery such as bottling line and crush equipment. 
 
6710 - MAINTENANCE DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Creates and implements the annual budget for the entire building maintenance and grounds keeping organization.  Implements 
and monitors systems and programs in a cost-effective manner.  Coordinates with the architects, technical staff, with outside construction and design consultants to ensure 
standards for maintainability and quality are maintained.  Directs and manages maintenance projects, capital renewal of existing facilities.  Coordinates with other facilities 
management staff and department heads.  .  Normally manages through subordinate supervisory/managerial levels in order to ensure the effective pursuit and completion 
of projects within budgetary guidelines while upholding high standards of excellence. 
 
EXPERIENCE AND TRAINING:  Bachelor’s Degree in management or equivalent.  Minimum of 7 years management experience.
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FUNCTION: VINEYARD OPERATIONS 
 
20010, 20020, 20030, 20040 - VINEYARD WORKER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs various assigned tasks in the vineyards. 
 
At the highest level, special skills may involve:  Spraying, irrigation, heavy equipment operation, and frost protection. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
20010 Entry Under close supervision, performs various assigned tasks in the vineyards.  This is an entry-level position.  Some vineyard/agriculture experience

preferred. 
   

20020 Intermediate Under general supervision, performs various assigned tasks in the vineyards.  Requires a minimum of 1 year experience at Vineyard Worker 1
with vineyard/agriculture experience.  Tasks include, but are not limited to, pruning, picking, training, weeding, trellis repair, suckering and
planting.  May drive tractors or other motorized vehicles. 

   
20030 Career Under limited supervision performs various assigned task to includes pesticide control, fertilization, irrigation, frost protection, and bud grafter. 

Certain tasks may require certification to perform duties.  May drive tractors or trucks to accomplish various vineyard cultural practices, such as
disking, weed spraying and sulfurizing.  Provides work direction to lower level Vineyard Workers. 

   
20040 Lead 

 
Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  Excludes those with
full supervisory responsibilities. 
 

 
20200 - VINEYARD SUPERVISOR/FOREMAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Supervises and directs the vineyard activities of field personnel.  Carries out the work assigned by the Vineyard Manager and 
delegates work to field personnel in an effective manner.  Trains personnel in the areas of scheduling, methods, safety, and rules and regulations related to vineyard functions.  
Maintains close supervision of the field crews at all times, assuring proper procedures and quality of work as it relates to pruning, tying, suckering, frost, heat, insect control 
and harvest. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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20210 - VINEYARD MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for management of the vineyards and gardens, including budget responsibility and determining the most effective use of 
personnel and equipment.  Directs and oversees disease and pest control, proper pruning, tying, suckering, frost and heat control.  Maintains close supervision of crews during 
harvesting of field; generates quality, cleanliness and tonnage records.  Hires, directs, and trains personnel in the areas of scheduling, methods, safety, and rules and regulations 
related to vineyard functions.  Handles employee disciplinary problems.  May be involved in or responsible for contract vineyard negotiations and/ or grower relations. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
20230 - VINEYARD DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible to drive vision, strategy and tactical execution of company Vineyard function.  Accountable for all aspects of running 
the vineyard as a business unit within the regional structure by ensuring that fruit is produced to specification and that key business objectives are achieved through the 
application of best practice in the areas of viticulture, commercial, Human Resources and HSE (Health, Safety, Environment) management.  Develops and manages capital 
and operating budgets that support the achievement of business objectives.  Normally manages through subordinate supervisory/managerial levels in order to ensure the 
effective pursuit and completion of projects within budgetary guidelines while upholding high standards of excellence. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
21030 - TEST STAND SAMPLE PULLER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general supervision removes grapes from designated bins on receiving grape trucks using a mechanical probe.  Applies additives 
as directed and provides juice samples for analysis for personnel from the Department of Food and Agriculture and company labs.  Sets up test stand each morning in preparation of 
receiving grapes.  Operates an automated crush creating juice samples for analyses.  Maintains stock of enzymes in appropriate containers and assists in enzyme mixing.  Responsible 
for documentation throughout for assigned stand.  Directs truck drivers to next destination. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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21110, 21130 - VITICULTURIST TECHNICIAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for experimental design and the methodologies used to design and conduct vineyard field experiments, including plot 
establishment.  Sensory training including the evaluations of grape aromas and flavors throughout berry maturation and their impact on wine sensory.  Conducts chemical analyses 
of fruit and tissue samplings.  Measures grapevine yield components at harvest, including automated GPS-GIS applications.  Analyses and measurement of vine growth and 
development, including canopy microclimate and leaf area.  Conducts vine physiology parameters including leaf and stem water potential and canopy gas exchange.  Knowledge of 
computer software for statistics and graphics, use of PDA’s and associated devices for automated data entry. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
21110 Entry Under close supervision, conducts and analyzes laboratory/quality control test.  This is the entry level position into job family   Conducts various

laboratory tests to monitor the progress of grapes, to make sure of their quality and to work out the correct time for harvest. 
   

21130 Career Under limited supervision, conducts and analyzes laboratory/quality control tests.  Conducts various laboratory tests to monitor the progress of
grapes, to make sure of their quality and to work out the correct time for harvest. 
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22110, 22130 - VITICULTURIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Develops specific goals, policy, procedures and quality objectives for wine-growing process.  May work in conjunction with Grower 
Relations Manager to ensure that grape requirements are met by independent growers.  May make pricing recommendations and negotiate contractual agreements.  May be 
responsible for Viticulture budget and supervision of regular, full-time and seasonal employees.  Monitor vineyards for pests and disease problems as well as nutritional deficiencies.  
Follows sustainable farming practices in recommending spray and fertilizer programs to the Vineyard Managers.  Assist Vineyard Managers with pesticide reporting and compliance.  
Works with Safety Coordinator to ensure proper safety record keeping and best practice procedures.  Assist with research and development projects. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
22110 Entry Provides viticulture information necessary for grape assessment.  Manages field sampling program, overseeing vineyard experimental work and

grape maturity assessment.  Make technical recommendations to growers, ensuring that grapes meet quality and supply objectives.  May be
required to coordinate short and long term grape acquisition to meet annual crush requirements.  Use plant, climate and soil moisture monitoring
equipment for scheduling irrigation and modeling grapevine phenology.  May make pricing recommendations and negotiate contractual
agreements.  Responsible for Viticulture budget and supervision of regular, full-time and seasonal employees.   

   
21130 Career Provides viticulture information necessary for grape assessment.  Manages field sampling program, overseeing vineyard experimental work and

grape maturity assessment.  Make technical recommendations to growers, ensuring that grapes meet quality and supply objectives.  May be
required to coordinate short and long term grape acquisition to meet annual crush requirements.  Use plant, climate and soil moisture monitoring
equipment for scheduling irrigation and modeling grapevine phenology.  May make pricing recommendations and negotiate contractual
agreements.  Responsible for Viticulture budget and supervision of regular, full-time and seasonal employees.  Design and implement irrigation
and fertilization programs.  May direct and supervises Viticulture Technicians, Seasonal assistants and Irrigators. 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
22200 - VITICULTURIST SUPERVISOR 
 
Responsible for managing the viticulture budget and supervision of regular, full time and seasonal viticulture employees.  Provides viticulture information necessary for grape 
assessment, and works closely with the winemaking team.  Manages field sampling program, overseeing vineyard experimental work and grape maturity assessment.  Makes 
technical recommendations to vineyard managers, ensuring grapes meet quality and supply objectives.  Uses plant, climate and soil moisture monitoring equipment for 
scheduling irrigation and modeling grapevine phenology.  Designs and implements irrigation and fertilization programs.  May review, approve and/or schedules irrigation, 
pest management, canopy management and floor management.  Manage harvest scheduling and trucking. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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22210 - VITICULTURIST MANAGER 
 
Responsible for developing and executing a farming plan focused on vine and soil health, fruit quality and sustainable practices.  Responsible for maintaining a lean vineyard 
operations budget focused on continuous improvement and total cost productivity.  Works closely with the winemaking and cellar teams to support alignment with cross 
functional partners and customers.  Responsible for all quality-based activities, including but not limited to pest and nutrient scouting, reporting, and management, nutrient 
and maturity sampling, vineyard experimental work.  Makes technical recommendations to vineyard managers, ensuring grapes meet quality and supply objectives.  May 
manage Custom Framing and Grower Relations business to support diverse routes to revenue and supply and demand needs.  Uses plant, climate and soil moisture monitoring 
equipment for scheduling irrigation and modeling grapevine phenology. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
23130 - GROWER RELATIONS REPRESENTATIVE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for locating and sourcing available grapes and maintaining relationships with growers.  Acts as liaison with growers, 
educating them on winemaking marketing strategies.  Develops and maintains vineyard records on cultural practices, yields, environmental data and grape quality.  Monitors 
crop development and may forecast crop tonnages.  May coordinate grape deliveries. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
23220 - GROWER RELATIONS MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for winery's relationships with its growers, ensuring that growers are informed of winemaking marketing strategies.  
Maintains extensive records regarding grape yields, quality, pricing, planting status, climate data and cultural practices.  Oversees the maintenance of manual or computer 
based systems containing this information.  Makes regular visits to growers, checking crop load, pruning and training practices, irrigation and weed, mold and insect control.  
Monitors crop development and projects crop tonnage.  Monitors grape buyers pricing and buying strategies.  Responsible for the employment, training, motivation, counseling 
and discipline of assigned staff. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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23230 - GROWER RELATIONS DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Functions as a liaison between winery and growers, educating/advising them on market conditions, quality standards and 
viticulture practices.  Develops or approves recommendations to change systems, policies, and procedures; ensures timely and accurate implementation.  Participates in 
department and interdepartmental planning and management teams and works cross-functionally to improve processes within the organization.  Develops and maintains 
operating budget and capital spending plan.  Oversees the scheduling and delivery of grapes from the field to winery.  Negotiates complex contract terms and standards and 
monitors performance and adherence to them. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
24020, 24030 - TRACTOR DRIVER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Tractor drivers perform a variety of task using a tractor such as precision pesticide spraying, planting, cultivating, moving, 
dusting, disking, trellis installation, leveling and material distribution during development.  Attaches implements to back end to tractor such as graders, plows and backhoes.  
Inspects tractor before and after trips and submits report indicating tractor condition.  Maneuvers truck into loading or unloading position, following signals from loading crew 
as needed.  Always operate in safe manner, following all laws and regulations.  Any mechanical problems should be reported as soon as they are noticed to minimize repair 
bills and avoid anything that could contribute to an accident.  May perform general maintenance on the tractor such as inspects tractor’s oil, hydraulic lines and other 
components.  The driver must frequently look behind the tractor and adjust equipment while operating it. 
 
At higher level may be responsible for correctly operating a variety of specialized Over-the-Vine equipment such as Pre-pruner, harvester, sprayers, disc and mower 
attachments as required.  Operates a variety of farm cultivation equipment including tractors, wheeled and track types, rippers and trenchers.  Understands safety and basic 
maintenance of machinery.  Demonstrates thorough knowledge of safety protocol. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
24020 Intermediate Under general supervision, performs various assigned tasks in the vineyards.  Requires a minimum of 1 year experience driving a tractor or similar

agricultural vehicles.   
   

24030 Career Under limited supervision performs various assigned tasks in the vineyard.  Requires minimum of 2 years of experience driving a tractor, OTV, Harvester
or other farm machinery. 
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25020, 25030 - IRRIGATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Train and assist field personnel with diagnosing and troubleshooting irrigation related problems.  Read directions and lay pipe 
accordingly.  May operate heavy equipment (backhoe, small and large trenchers, dump truck, front end loader, etc.) and hand tools to install/repair irrigation components.  
Installs, troubleshoots, and repairs many types and models of irrigation controllers, including electrical troubleshooting of all the systems components.  Installs, troubleshoots 
and repairs sprinkler irrigation system components including but not limited to:  valves, piping, sprinkler heads, other emitting devices, controller wiring, backflow prevention 
devices and controllers.  Maintain detailed written records of maintenance activities and completed work orders. 
 

Job   
Number Job Level Job Level Definition 

   
25020 Intermediate Under general supervision, performs various assigned tasks in maintenance of the irrigation system.  Some vineyard/agriculture experience preferred. 

   
25030 Senior Oversees the work of employees in supporting roles, including assigning workload and monitoring employee performance.  Orders and maintains

inventory of irrigation equipment and supplies.  May program, monitor, and adjusts computerized central and satellite control system with
sprinklers located over a wide area. 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
26020, 26030 - RECORDKEEPER/INVENTORY ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs all record keeping functions as they related to wine inventory and production.  Maintains accurate processing, inventory 
and compliance records required by state and federal agencies.  Assists with the auditing of bulk wine records to ensure compliance.  Maintains government forms pertaining 
to the shipment of bulk wine and case goods.  Maintains procedural documentation relating to bulk wine record keeping, ensures integrity of records of bulk wine 
receiving/depletion, audits varietal/vintage percentages.  Records change in varietal, vintage and appellation.  Prepares daily yield report and daily fermentation report during 
crush cycle.  Directs daily work orders, coordinates and documents bulk wine shipments and records tax paid activity.  May be required to generate special reports in relation 
to harvest yield, cellar activity, waste water and the like.  May report to Inventory Control Manager, Winemaker and/or Government Compliance Manager. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
26020 Intermediate Under general supervision performs all record keeping functions as they related to wine inventory and production. 

   
26030 Career Under routine supervision, performs all record keeping functions as they related to wine inventory and production. 
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26210 - INVENTORY CONTROL MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the control and maintenance of bulk wine and case goods inventories, ensuring government compliance and 
maintenance of quantity and payment records on growers, spot purchases and crush contracts.  Prepares monthly inventory reports for insurance purposes, bank needs and 
related accounting requirements.  Oversees inventory audits by the TTB and other auditors.  Responsible for the employment, promotion, employee performance evaluation, 
training, motivation, counseling, safety and discipline of assigned employees. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
27110, 27120, 27130 - GOVERNMENT COMPLIANCE ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the preparation and processing of monthly and annual shipment reports with external regulatory agencies.  
Prepare and process license renewals with external regulatory agencies as well as brand/label registrations with external regulatory agencies.  Review, prepare and process 
Federal Label Approvals with Alcohol and Tobacco Tax Trade Bureau.  Monthly checkbook reconciliation and coding for department accounts.  Attend meeting with production 
and marketing regarding the bottling and release of new vintages and products.  Responsible for Out-of-State reporting and tax return compliance back-up for winery.  
Coordinate in-bond shipping and receiving documents through traffic and warehouse personnel for each location.  Prepare payments and back-up files for Department of 
Conservation Distributor and Manufacturer reports.  Price Post wine with ABC and Department of Conservation for new and changing prices.  Create and maintain all files, 
summaries, and other informational spreadsheets on behalf of the above areas of responsibility.  May be responsible for UPS and Federal Express tracking of all documents.  
Provides advice, guidance and recommendations to minimize risk and enhance the organization's compliance with standards, laws, rules, and regulations.  Work with 
government agencies on how to interpret laws/rules correctly. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
27110 Entry Provides support to compliance programs/audits of relatively low risk in complexity.  Assists in preparation of reports.  Interfaces with

government agencies as required. 
   

27120 Intermediate Assignments are relatively complex and generally involve planning activities for compliance programs.  Requires 2 - 3 years of experience which
provided working knowledge of government compliance activities.  Interfaces with government agencies as required. 

   
27130 Career Under general direction, performs a wide variety of complex activities required to attain compliance objectives.  Requires 5 - 6 years of directly

related experience which provided a thorough knowledge of a variety of government compliance activities.  Interfaces with government agencies
as required. 
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27220 - GOVERNMENT COMPLIANCE MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the comprehensive monitoring, evaluation and implementation of all government regulations as they pertain to 
winery operations.  Completes and submits TTB forms for reporting revenue and production volumes, updates basic permits, obtains TTB label approval, reviews bond 
accounts, reviews and updates weigh-master license.  Also maintains the pertinent regulations involving State ABC, EPA and OSHA.  Coordinates TTB audits when necessary.  
May be a manager of people. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
27230 - GOVERNMENT COMPLIANCE DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Manages and directs the compliance staff and function to implement in a timely and cost effective manner programs that comply 
with government regulations.  Ensure all pertinent business units acquire and maintain TTB and ABC permits, approvals and licensing necessary for manufacturer and 
wholesale operations.  Responsible for the conception and development of new compliance programs.  Oversees and/or directs maintaining the documents/reports to state 
regulatory agencies for state pricing, and distribution/territorial appointments.  Oversees and/or directs process of obtaining necessary federal Certificates of Label Approval 
for new wine labels and resolve issues when labels are rejected by TTB.  Requires expert knowledge within the governmental regulatory compliance arena.  Manages 
regulatory audits and provide guidance to wineries with regard to compliance issues and act as liaison between TTB, ABC, other governmental agencies and wineries for 
same purposes.  Coordinate internal and external resources.  Maintains expert knowledge of compliance issues; stays current on trends and developments in the field. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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FUNCTION: WINERY OPERATIONS 
 
30010, 30020, 30030, 30040 - CELLAR CREW 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs various work assignments to include:  racking, pumping, clarifying and blending of juice and wine.  Responsible for sanitation 
in all areas of cellar operations.  Sterilizes casks, tanks and other equipment.  During crush, operates crusher and presses, move hoses and equipment, obtain lab samples, weigh 
trucks, dispose of lees and clean equipment.  Requires ability to communicate effectively.  May be responsible for movement of wine product from one tank to another.  May add 
chemical/sulfur/additives as required.  May remove pomace from fermentation tanks. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
30010 Entry Under close supervision, performs routine cellar chores.  May operate pumps and filters to blend and clarify.  Checks and tops tanks to proper

fill levels.  May be required to assist a more skilled worker. 
   

30020 Intermediate Under limited supervision, performs various work assignments.  May direct less skilled workers.  May assist in the training of less skilled workers. 
Sterilizes cask, tanks and other equipment.   

   
30030 Career Under general supervision, performs various work assignments.  May direct less skilled workers.  May assist in the training of less skilled workers. 

Operates and cares for filters, pumps, presses, hoses and other cellar equipment.   
   

30040 Lead Accountable, on a daily basis, for a given crew and a given workload.  Provides the crew with guidance and support on all work processes. 
Experienced in all aspects of Warehousing/Barrel work and is able to direct less workers.  Responsible for leading and training all workers on all
standard operating procedures.   

 
30200 - CELLAR SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Coordinates and implements daily cellar activities such as supervising and training cellar crew and scheduling job assignments.  
Supervises all cellar functions including sanitation, barrel preparation, barrel maintenance, bottling line operations, equipment maintenance and forklift operations.  Provides 
instruction, training and assistance to cellar workers.  Monitors performance, and communicates with management.  Ensures compliance with all safety and personnel 
procedures and policies.  Typically responsible for the supervision of 6 to 12 cellar worker employees. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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30210 - CELLARMASTER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the planning and coordinating of cellar and crush processing activities.  Coordinates with other departments for 
short term and long term production scheduling.  Works closely with laboratory to insure proper quality.  Plans manpower needs for the cellar department and may be 
involved in the hiring process.  Directs the work of the cellar crew in all activities of winemaking.  Responsible for the training, advancement, safety and evaluation of cellar 
crew members.  Coordinates experimental blending and special projects.  Responsible for product integrity and for the quality maintenance of wines in storage. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
30230 - CELLAR OPERATIONS DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible to drive vision, strategy and tactical execution of company Cellar Operations.  Develop and manage cellar-operating 
budgets with a focus on cost reduction and control.  Assist in identifying and developing capital request.  Responsible for overseeing quality control procedures, warehousing, 
specialty packaging, packaging procurement, inventory management, planning and scheduling.  Normally manages through subordinate supervisory/managerial levels in 
order to ensure the effective pursuit and completion of projects within budgetary guidelines while upholding high standards of excellence. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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31010, 31020, 31030, 31040 - BOTTLING LINE WORKER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs general production work.  May rotate between the following; dumping station, filler room, foiling station, packing station, 
stacking station and bottling line clean-up.  Must be able to lift 18 to 45 pound cartons on a repetitive basis. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
31010 Entry Under close supervision, responsible for general production work.  This is an entry level, unskilled position.  Familiarity with production line is

desirable.  Training normally available on all stations.   
   

31020 Intermediate Under limited supervision responsible for production work.  Requires a minimum of 1 year experience as a Winery Bottling Line Worker with
bottling line mechanical and labeler experience.  May require forklift certification. 

   
31030 Career Under general supervision responsible for production work.  Requires a minimum of 2 years of experience as a Winery Bottling Line Worker with bottling

line mechanical and labeler experience.  May provide work leadership to less skilled workers 
   

31040 Lead Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  Excludes those with
full supervisory responsibilities. 

 
31200 - BOTTLING SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for supervising and coordinating winery bottling operation.  Conducts on-going assessment of quality control and 
operational procedures; developing line operation procedures.  Ensures adherence to bottling schedule.  Ensures that packaging standards meet established guidelines by 
assisting in the ordering of supplies and monitoring of process.  Oversees equipment and line sanitation requirements and ensures proper operation and care of equipment.  
Responsible for the training, development, counseling, safety and discipline of assigned staff. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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31210 - BOTTLING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Manages and directs winery bottling operation.  Responsible for bottling, quality control procedures, warehousing, specialty 
packaging, packaging procurement, inventory management, planning and scheduling.  Oversees equipment and line sanitation requirements and ensures proper operation 
and care of equipment.  Responsible for all warehouse activities, including shipping, receiving, and inventory control.  Responsible for hiring, training, developing, evaluating, 
counseling and discipline of personnel. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
31230 - BOTTLING OPERATIONS DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible to drive vision, strategy and tactical execution of company bottling function.  Analyze bottling reliability reports and 
make recommendations and implement systems, processes and procedures for increased efficiencies through different productivity and cost containment methods.  
Responsible for overseeing process in bottling, quality control procedures, warehousing, specialty packaging, packaging procurement, inventory management, planning and 
scheduling.  Normally manages through subordinate supervisory/managerial levels in order to ensure the effective pursuit and completion of projects within budgetary 
guidelines while upholding high standards of excellence. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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32020, 32030 - SANITATION/CLEANROOM OPERATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Knowledge of food industry sanitation, wine analysis, wine filtration, and hazardous waste management.  Change and sanitize 
all production areas.  Should have experience with winery sanitation practices and operating bottling equipment. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
32020 Intermediate Responsible for cleaning and sanitizing of all production areas, including equipment tanks, walls, floors, hoses, transfer lines, clamps, ,gaskets. 

Understand proper handling and application practices of various sanitation chemicals.  Read and understand chemical warnings.  Disassemble
equipment and tank valves for cleaning purposes; reassemble equipment when sanitized.  Comply with all company safety policies and
procedures.  Continual communication with supervisors on location needed for sanitation.  Maintain proper records on daily sanitation.  Ensure
that proper labeling is in place on all sanitation equipment and tanks.  Change and sanitize filters on all lines.  Make adjustments to equipment
to comply with QC Standards.  Coordinate tank and wine changes.  Initiates weekly plan to obtain sanitation goals according to corporate
standards.  May be involved in change over set-up. 

   
32030 Career Collaborates with engineers, suppliers, contractors and plant partners to ensure a clean and sterile facility.  Assures compliance with regulatory

agencies in regard to sanitation requirements and the use of cleaning and exterminating agents.  Make adjustments to equipment to comply
with QC Standards.  Coordinate tank and wine changes.  Involved in change over set-up. 

 
  



 

93 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

32210 - PLANT MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the management of Cellar, Bottling and Maintenance operations of assigned facility.  Develops and implements 
written procedures and operating practices for fermentation, clarification, aging and bottling of wines.  Ensures adherence to all winemaking procedures and safety standards.  
May prepare both operating and capital budgets.  Maintains production equipment and materials inventory.  Responsible for the employment, promotion, employee 
performance evaluation, training, motivation, counseling, safety and discipline of assigned employees. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
33110 - ASSISTANT WINEMAKER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general direction, coordinates and reviews the activities involved in the operation of wine cellar and wine quality assurance 
lab.  Responsible for maintaining quality of bulk inventory.  Oversees the daily operation of the bottling line, cellar and lab in order to meet production requirements/schedules.  
Maintains records for all internal wine movements.  Assists in the development of procedural and quality control manuals.  May conduct educational tours and tastings. 
 
JOB LEVEL:  Entry 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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33210, 33220 - WINEMAKER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the total winemaking operation and quality assurance.  Monitors grape harvesting, wine production and bottling.  
Develops procedural and quality control manuals.  Participates in the planning and development of current and planned winery facilities, assuring efficient operation.  Makes 
recommendations regarding winemaking equipment purchases.  Reviews winery operation guidelines as they relate to industry regulations.  May act as a spokesperson for 
the winery during market visits and interviews with wine writers and industry opinion leaders.  Manages through subordinate staff.  In smaller wineries, this may be the 
highest level.  In larger wineries, may focus on specific brand/label or concentration of specific type.  Establishes harvest season winemaking standards (grape sugar/acids, 
processing, finishing) and actively participates in crush planning.  Integrate harvest plans with plant resources (tanks and fermenters).  Closely monitor fermentation 
temperatures and pressing schedules.  Supervise wine and juice lab bench trails.  Closely coordinate blending activities with cellar operations to ensure proper execution and 
timeliness. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
33210 Management 1 Monitor and coordinate routing daily winemaking activities independently and through direct reports. 

   
33220 Management 2 Recognized as industry expert with his/her area of specialization.  Provides leadership and direction within the winemaking department as well

as cross-functionally within organization, vineyards and market. 
 
33230 - WINEMAKING DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the direction of all winemaking activities, to include wine blends, storage and stabilization.  May direct cellar, 
harvest, laboratory and bottling departments in order to ensure conformance to standard operating procedures and other related winemaking practices.  Directs technical 
and research programs, including product development and product quality programs.  Prepares short and long term production plans, grape and bulk wine inventory 
requirements, annual distribution programs, annual operating budgets and annual production/inventory plans.  May act as a spokesperson for the winery with salespersons, 
retailers, distributors and wine press.  Typically manages through subordinate staff. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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34110, 34120, 34130, 34140 - LAB TECHNICIAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Conducts and analyzes laboratory/quality control tests as prescribed by company procedure and, when applicable, ensures compliance 
with State and Federal regulations. 
 
At the highest level, performs lab analyses, utilizing a variety of techniques and equipment to include; distillation, titrimetric and colorimetric methods, enzymatic analyses, gas 
chromatograph, atomic absorption, spectrophotometer, ion specific electrode and pH meter.  Prepares reports to document findings and recommendations.  Maintains wine analysis 
data files and calculates cellar additions to wine for sulfur dioxide, acid, etc. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
34110 Entry Under close supervision, conducts and analyzes laboratory/quality control test.  This is the entry level position into job family. 

   
34120 Intermediate Under limited supervision, conducts and analyzes laboratory/quality control tests.  This is not an entry level position. 

   
34130 Career Under general supervision, performs lab analyses, utilizing a wide variety of techniques and equipment.  Responsible for general housekeeping 

of winemaking labs.  May be required to train new, regular and seasonal employees in documentation and process procedures.  May have lead
responsibilities including organizing lower level technicians' duties and workload. 

   
34140 Lead Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  Excludes those with

full supervisory responsibilities. 
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35110, 35130 - ENOLOGIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Directs and coordinates wine production activities through crush, fermentation, clarification, aging, blending, and bottling.  Works 
under minimal supervision to process and analyze wine, juice and vineyard samples from vine to bottle.  Compiles technical label information.  Responsible for maintaining 
bottling quality control by performing standard checks and analysis and completing required records.  Prepares chemical solutions used in laboratory tests.  Supports all 
phases of lab record keeping and training of personnel.  Examine grape samples to judge sweetness and acidity, to verify sound condition and lack of pesticide residue, and 
to authenticate grape varieties.  They decide when to start the harvest and ensure that grapes are trucked to the crusher quickly and safely. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
35110 Entry Under minimum supervision, conducts and analyzes laboratory/quality control test.  Supervise workers in the crushing and fermentation process,

following legal and regulatory practices and record-keeping requirements.  In smaller operations, they may do these processing duties
themselves.  This is the entry level position into job family. 

   
35130 Career Under limited supervision, conducts and analyzes laboratory/quality control tests.  Supervise workers in the crushing and fermentation process,

following legal and regulatory practices and record-keeping requirements.  In smaller operations, they may do these processing duties
themselves.   

 
35200 - LABORATORY/QUALITY CONTROL SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, manages and supervises the activities of a centralized laboratory and performs standard biological, microbiological and 
chemical tests on products from grapes to finished wine.  Provides technical services and advice to other operating departments when required.  Develops testing methods 
to control the quality of new products.  May be involved in research and development. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
35210 - LABORATORY/QUALITY CONTROL MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Oversees the analyses of the product, from the grape to finished wine.  Directs and coordinates laboratory, quality control and/or 
other related areas.  Responsible for hiring, training and providing daily supervision to lab and quality control technicians.  Oversees the chemical testing to control quality of 
all incoming, in process and outgoing products in the lab or bottling areas.  Provides technical services and advice to other operating departments when required.  Develops 
testing methods to control the quality of new products.  May be involved in research and development. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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35230 - LABORATORY/QUALITY CONTROL DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible to ensure that wine quality is not negatively impacted by the dry goods used in the processing of wine.  In 
conjunction with winemaking and operations teams, establishes standards for all goods Provides optimal product quality across Wine brands through development of personnel 
and execution of quality control programs.  Establishes ongoing research programs that provide for state-of-the-art wine production operations.  Resolves wine fermentation, 
production and bottling issues as necessary to ensure optimal product quality and production efficiencies.  Participates in wine blending, quality evaluation and production 
strategic planning programs.  Develop and manages budget for technical operations.  Ensures compliance with government regulations.  May serve as winemaking liaison 
with professional and technical organizations.  Responsible for the evaluation and inspection of all incoming barrels, corks, and maintains specifications for packaging 
materials, bottle package, QC procedures and processes, including incoming material acceptance.  Works with Senior Winemaker and purchasing department to ensure that 
quality standards are met for all wine additives, including yeast, DAP, acids and other yeast foods.  May represent the winemaking team in appropriate technical symposia, 
conventions and meetings for relevant wine production issues and research/development projects.  Supports viticultural operations through design and execution of 
experimental research projects as well as laboratory analytical work in problem solving.  Audit crush and bottling facilities as well as selected production materials vendors 
to ensure compliance with approved quality standards. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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36110, 36120, 36130 - QUALITY CONTROL TECHNICIAN 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Inspect for proper function of all production line and bottling techniques.  Perform incoming inspection to ensure supplies meet 
specifications, i.e.  packaging materials, labels, foils, glue, bottles, cases, cork, etc.  Perform routinely scheduled audits to inspect incoming glass, monitor wine temperature, 
check the vacuum in the bottle, visual check on fill levels/closure placement, check label placement on bottle, and inspect bottling line area for cleanliness.  May need to 
complete necessary documentation, record results of inspections, maintain records, compiling data, writing routine reports, etc.  Adheres to applicable ISO procedures as 
they relate to Quality Control Department.  Performs minor repairs and upkeep on QC equipment.  Prepares wine tanks prior to production, including analytical testing and 
tank analysis.  May perform special filtration procedures and barrel racks as needed by winemakers for special lots.  Provides work leadership to lower level technicians. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
36110 Entry 

 
Under close supervision, assists in testing and inspecting products at various stages of the production process and compiles and evaluates
statistical data to determine and maintain quality and reliability of products.  Cleans wine tanks and ensures sanitary conditions of tank room
and laboratory areas.   

   
36120 Intermediate 

 
Under routine supervision, assists in testing and inspecting products at various stages of the production process and compiles and evaluates
statistical data to determine and maintain quality and reliability of products.  Cleans wine tanks and ensures sanitary conditions of tank room
and laboratory areas.   

   
36130 Career 

 
Under general supervision, assists in testing and inspecting products at various stages of the production process and compiles and evaluates
statistical data to determine and maintain quality and reliability of products.  Cleans wine tanks and ensures sanitary conditions of tank room
and laboratory areas.  May perform line sanitation for Bottling as needed.   
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37110, 37120, 37130 - SUSTAINABLE DEVELOPMENT SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Develops sustainability achievement standards, an essential tool for communicating sustainability objectives and to document 
the sustainability profile of green products and services.  Develops a deep understanding of how emerging requirements for sustainable development, such as regulatory 
obligations and customer demands, are shaping corporate business imperatives.  Responsible for conducting studies and analyses on a variety of topics relating to sustainable 
infrastructure asset management, and high performance sustainable building management practices.  May provide vineyard manager and staff with information and technical 
assistance on environmentally sound practices for agronomic and horticultural crops.  Participates in planning and design of new capital projects, contributing expertise on 
sustainable practices and developing technologies.  Coordinate and facilitate all means of communication and related events for stakeholder groups.  Design and manage 
educational outreach in sustainability for employees. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
37110 Entry Duties performed are usually routine where practices and procedures are well established.  Entry level position into job family. 

   
37120 Intermediate Assignments are relatively complex and generally involve planning activities for sustainability of products and/or production processes. 

   
37130 Career Under general direction, performs a wide variety of complex planning activities required to attain sustainability of products and/or production

processes. 
 
37210 - SUSTAINABILITY MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Leads sustainable project initiatives and internal sustainability practices encompassing environmental responsibility, utility and 
energy reduction, sustainable power sources, materials selection and waste minimization, and pollution prevention.  Demonstrate Sustainable Development technical expertise 
to assist customers in meeting their business and project sustainability objectives, promote best-value solutions, and support project delivery.  Assist project teams to plan 
and implement sustainable development approaches and provide technical support in conjunction with overall project delivery.  Provide vineyard managers and staff with 
information and technical assistance on environmentally sound practices for agronomic and horticultural crops. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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37230 - SUSTAINABILITY DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Implements best practice on conservation of natural resources to efficiently control use of energy sources, water and solid waste 
recycling.  Provides sustainable development leaders with tools, guidance and support to ensure a safe, compliant and innovative work environment.  Manages implementation 
of Sustainable Agriculture’s program goals.  Ensure Sustainable Agriculture program meets timelines and deliverables.  Administer the program’s budget; manage expenses 
to meet grant requirements and available revenue.  Conduct direct project work as appropriate.  Participate in and help lead organizational efforts in strategic planning, staff 
training, and communication campaigns. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
FUNCTION: HOSPITALITY 
 
40010, 40020, 40030 - ROOM ATTENDANT/HOUSEKEEPER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the general cleaning and maintenance of guest/hospitality facilities.  May be required to provide beverage service 
for offices and lunch rooms; collecting and cleaning cups, re-stocking supplies.  Ensures that all areas are properly stocked with necessary cleaning supplies.  Responds to a 
variety of service requests. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
40010 Entry Under close supervision responsible for general cleaning and maintenance of hospitality facilities. 

   
40020 Intermediate Under routine supervision, responsible for general cleaning and maintenance of hospitality facilities. 

   
40030 Career Under general supervision, responsible for general cleaning and maintenance of hospitality facilities. 

 
40200 - HOUSEKEEPING SUPERVISOR 
 
Supervise work activities of room attendants to ensure clean, orderly, and attractive rooms in hotels, hospitals, educational institutions, and similar establishments.  Assign 
duties, inspect work, and investigate complaints regarding housekeeping service and equipment and take corrective action.  May purchase housekeeping supplies and 
equipment, take periodic inventories, screen applicants, train new employees, and recommend dismissals. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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41010, 41030, 41040 - WINE CLUB REPRESENTATIVE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Primary responsibilities are customer service and sales.  Responsible for in-bound telephone/email sales duties including up-sell 
of additional Wine Club memberships and products, order reviewing and processing, maintain club schedules for shipments and orders, invoice preparation and verification.  
Coordinates wine sample shipments and researches and resolves problems.  Coordinates club operations with other departments.  Represents the company at Wine Club 
events.  Monitors compliance with state regulations regarding wine shipments.  Assists in preparation and implementation of membership benefits and promotions.  Maintains 
the wine club and telemarketing databases and reports.  Writes wine club marketing materials and assist with Internet coordination of information to be posted to site.  May 
assists with development, plans and hosting of special events for the wine club.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers 
without selling through a retailer, distributor, wholesaler or other outlet. 
 

Job   
Number Job Level Job Level Definition 

   
41010 Entry Under close supervision responsible for providing front line customer service to wine club members and other e-commerce direct sales customers. 

   
41030 Career Under routine supervision, responsible for providing front line customer service to wine club members and other e-commerce direct sales

customers. 
   

41040 Lead Under general supervision, responsible for providing front line customer service to wine club members and other e-commerce direct sales
customers. 
 
Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  Excludes those with
full supervisory responsibilities. 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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41130 - WINE EDUCATOR LOCAL 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for all levels of field sales and distributing wine training on all winery brands.  Develops and conducts consumer and 
trade group training and tours, and assists at special functions.  Responsible for the development and production of winery seminar and tour materials.  Develop and deliver 
informational tools and resources to be used by winery Sales Team to support sales objective.  Develops and conducts wine education seminars for the trade on and off site.  
Responsible for on-going wine education at the distributor level and field sales personnel.  Responsible for developing and planning food and wine tasting activities for trade 
group visits.  May present educational programs to key retailers and restaurateurs.  Presents wine at seminars, wine and food events, and other education opportunities. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
41131 - WINE EDUCATOR NATIONAL 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for all levels of field sales and distributing wine training on all winery brands nationwide.  May have a set territory 
of responsibility.  Develops and conducts consumer and trade group training and tours, and assists at special functions.  Responsible for the development and production of 
winery seminar and tour materials.  Develop and deliver informational tools and resources to be used by winery Sales Team to support sales objective.  Conducts meetings 
with Sales Team nationwide when new materials have been developed.  Develops and conducts wine education seminars for the trade on and off site.  Responsible for on-
going wine education at the distributor level and field sales personnel.  Responsible for developing and planning food and wine tasting activities for trade group visits.  May 
present educational programs to key retailers and restaurateurs.  Presents wine at seminars, wine and food events, and other education opportunities. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
42030 - SPECIAL EVENTS COORDINATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general supervision, coordinates the activities involved in the planning and implementation of all winery special events 
either Trade-related or consumer tours.  Responsible for securing all necessary manpower, equipment, materials and financial requirements.  Administrative tasks include 
the recording of all events, preparation of meal costs for departmental budget charges, maintaining monthly calendar of events and overseeing the maintenance of all special 
event equipment.  Responsible for outreach program to area concierges and destination management companies to promote educational programs.  May be responsible for 
Gift & Auction Certificates; will process requests and distribute certificates.  Includes maintaining database/records for disbursement and redemption. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 



 

103 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

42200 - CATERING AND EVENT SERVICE SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for executing or overseeing all events, including pre-event planning, event timelines, directing and coordinating set-
up, services and tear down with the assistance of the Event Team.  Responsible for the executing/overseeing of all catering service staff.  Works in alliance with Event 
Team/Sales and prepares assignments for staff for all aspects of the events.  Responsible for training of catering staff, to meet established standards of service and budget.  
Coordinates with hospitality and food services to implement set-up and staffing for in-house catered meals for al functions.  May assist in the preparation of the details of 
the event design and set-up working cooperatively with caterers, florists, entertainment and placing the event’s wine order.  Responsible for ensuring catering supplies, 
tabletop décor and coordination of rentals are ordered.  Works in alliance with sales, inventory management and Event Team to execute events.  Completes required recap 
paperwork after each event. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
42210 - WINE CLUB MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for overall management of Wine Club sales, inventory, availability and assists in product development to support 
consumer direct strategy.  Oversees departmental capital and fiscal operating budgets.  Accountable for Wine Club membership growth, developing promotional materials, 
shipment schedules, monthly promotions, member events, transferring and tracking wines and member services.  Build relationships with production, marketing and PR to 
identify new and optimize existing consumer direct programs.  Assist in determining viability of new consumer direct programs, and assessment of existing programs including 
special events and wine education programs.  Coordinates advertising.  Develop, conduct and refine wine education seminars for trade and off site.  Responsible for DTC 
wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
42211 - EVENTS MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  This position is responsible for coordinating, planning, and implementing all aspects of meetings, winery special events, consumer tours, 
trade shows, seminars and all other Wine Industry events.  Works with internal/external representatives on executing meetings and tradeshows.  Administers and coordinates all 
related logistics including show services, marketing materials, accommodations, transportation, badges, on-site services, technical services, set up, and product placement.  Oversee 
the shipping of all materials.  Conduct pre-planning meetings to develop timelines, product lists, theme, and all logistical needs.  Provides analysis and written summaries evaluating 
all events managed along with future opportunities for improvement.  Budgetary responsibilities. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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43020, 43030, 43130, 43140 - TASTING ROOM HOST/HOSTESS 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Promotes the sale of wine and non-wine products sold in the Tasting Room.  Greets all visitors and pours wines for tasting.  
Describes wines, winemaking techniques, winery history and provides general tourist information.  May also conduct guided tours.  Handles routine purchasing transactions, 
which includes operating cash register and accounting of daily sales and bank deposits.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end 
customers without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
43020 Intermediate Under close supervision promotes the sale of wine and non-wine products sold in the Tasting Room.  Greets visitors and pours wines for tasting. 

May assist with hospitality special events as needed. 
   

43030 Career Under limited supervision, promotes the sale of wine and non-wine products sold in the Tasting Room.  Greets visitors and pours wines for
tasting.  May assist with hospitality special events as needed. 

   
43130 Career-Premium 

Brands Specialty 
Maintain in-depth knowledge about the wines, the vineyards, the brand and the winery.  Become a knowledge resource for General Tasting
Room Associates.  Accurately handle routine purchasing transactions, which include operating cash register and accounting of daily sales;
processes returns, and discounts.  Provide general tourist information and, in some case, more concierge type service, calling restaurants for
reservations, assisting with appointments at other wineries.  Conduct guided tours as needed.  Assist with hospitality special events as needed. 
Represents winery at outside functions as needed. 

   
43140 Lead Maintain in-depth knowledge about the wines, the vineyards, the brand and the winery.  Become a knowledge resource for General Tasting

Room Associates.  Accurately handle routine purchasing transactions, which include operating cash register and accounting of daily sales;
processes returns, and discounts.  Provide general tourist information and, in some case, more concierge type service, calling restaurants for
reservations, assisting with appointments at other wineries.  Conduct guided tours as needed.  Assist with hospitality special events as needed. 
Represents winery at outside functions as needed.  Provides work leadership to others through assignment of work, review of progress,
monitoring of results and instruction.  Excludes those with full supervisory responsibilities. 

 
43110 - TOUR GUIDE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Conducts public and private tours of winery facilities.  Greets visitors and answers questions regarding winery and surrounding 
area.  May conclude tours with tasting of featured wines.  Promotes sale of wine and giftware from winery retail shop.  May assist in retail shop when necessary.  Responsible 
for clean-up of tasting room and preparation of room for next tour.  May be required to serve wine to visitors and re-stock tasting room coolers between tours.  May be 
responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Entry 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision.
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43200 - TASTING ROOM ASSISTANT MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Oversees daily activities of Tasting Room.  Performs all duties associated with position Tasting Room Host/Hostess.  Designs, 
arranges, and assembles gift packs.  Conducts public tours and may conduct VIP tours.  Acts as customer service representative handling customer complaints and returns.  
May be responsible for hiring, orientation, scheduling, training, supervising, and evaluating Tasting Room staff.  Responsible for DTC wine sales.  DTC is when wine is sold 
directly to the end customers without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
43210 - TASTING ROOM MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general direction, manages and directs Tasting Room hospitality and retail operations.  Hires, orients, schedules, trains, 
supervises and evaluates Tasting Room staff.  Monitors cash flow, expenditures and revenues through budget preparation and monitoring.  Responsible for tasting room 
inventory of wine and non- wine items.  Works in conjunction with Public Relations and Marketing to develop and promote company image and products.  May serve as a 
winery representative during outside promotional functions.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through 
a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
44010 - RETAIL CASHIER  
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Receives payment from customers and records monetary transactions incidental to the conduct of a retail sales business.  Verifies 
amounts of purchase and issues receipts for funds received using a cash register, electronic scanner and other related equipment. Answers customers’ questions and provides 
information.  Computes and records totals of transactions.  Identifies prices of goods and services.  Greets customers entering retail stores.  Monitors checkout stations/cash 
register to ensure there is adequate cash available.  Bags, boxes or gift-wraps merchandise purchased. 
 
EXPERIENCE AND TRAINING: 0 - 6 months 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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44020 - TASTING ROOM CONCIERGE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for coordinating all tasting room appointments and fulfilling all customers’ requests via email and phone.  Manage 
Virtual Tastings through entire process from initial contact with the consumer, to scheduling, selecting and purchase of wines, coordination of the event with host, and post 
event follow up.  Confirmation and follow up for all appointments and requests.  Timely and accurate communication with Tasting Room Coordinate with Winery Chef/Culinary 
Staff or outside catering firm in scheduling Wine & Food Pairings and Chef’s Boards for guests.  Responsible for booking of tours and large group tastings for the Trade and 
Consumers.  Will provide site visit tours to corporate groups and DMC’s.  Ensures that guests have an extraordinary experience based on their needs and special requests.  
Maintain relationships with area hotel and other winery concierges and contacts. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
44030, 44040 - RETAIL SALES ASSOCIATE  
 

Job   
Number Job Level Job Level Definition 

   
44030 Entry Level Assists customers in determining which products and services best fit their needs and interests them in the merchandise.  Promotes the sale of 

merchandise by meeting or exceeding standards for productivity.  Maintains awareness of all product requirements and information, promotions 
and advertising.  Maintains inventory and provides customer service.  Accountable for accurate and complete sales transactions. 

   
44040 Career Under limited supervision, assists customers in determining which products and services best fit their needs and interests them in the

merchandise.  Promotes the sale of merchandise by meeting or exceeding standards for productivity.  Maintains awareness of all product
requirements and information, promotions and advertising.  Maintains inventory and provides customer service.  Accountable for accurate and
complete sales transactions.  2 plus years of retail experience. 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
44120 - TASTING ROOM MERCHANDIZER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for managing all merchandise purchasing decisions for winery.  Collaborate with vendors and suppliers to select 
items, negotiate pricing, and establish processes for carrying items in pre-determined sites.  Partner with merchandise administrative support to effectively set up new 
vendors, create purchase orders, receive and post merchandise orders, transfer merchandise and process payments in a timely manner.  Collaborate with marketing 
department to coordinate photo shoots, provide detail of products, and manage inventory for items to be sold on the winery.  Manage receiving and tagging of merchandise 
and create floor displays.  Manage merchandise inventory levels at all locations.  Routinely visit tasting rooms and may travel to warehouse merchandise receiving location 
on a weekly basis or as needed.  Attend retail staff meetings to discuss merchandise products to support sales and develop product sheets to familiarize staff with new 
products. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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44220 - RETAIL OPERATIONS MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Manage day-to-day store/department activities.  Responsible for all aspects of running a profitable store.  Sets the tone for store 
culture and environment to ensure success in all aspects of customer service, profitability, operations, staff development, loss prevention, human resource duties, merchandise 
flow, store maintenance, budget and expense management.  Possesses extensive knowledge of wines, including varietals, regions, and pairings, to assist customers and 
manage inventory effectively.  4 - 6 years of experience in winery retail. 
 
JOB LEVEL: Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
44230 - RETAIL OPERATIONS DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Manages all aspects of Visitor Center, Tasting Room, or Direct Mail Shipments.  Oversees the supervision of all retail personnel.  
Interviews, hires, trains, and reviews all retail staff.  Oversees the continuing education and programs to tasting room staff.  Images, promotes, and sells the wines and 
programs through consistent visitor education.  Communicates to staff and guests regarding wines, assists with purchasing decisions.  Set/Maintain goals for Sales areas.  
Directs/Assists with monthly inventories.  Meet with Vendors/Purchase Merchandise.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers 
without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision.
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45010, 45020, 45030 - HOSPITALITY REPRESENTATIVE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Develops and implements special wine tasting, VIP luncheons/ dinners, private tours and tastings.  This may include hiring 
outside professionals, arranging staffing requirements, publicity materials and invitations/announcements.  May represent winery at outside functions.  May be involved with 
special projects such as:  working with distributors and VIP’s, stocking shelves, food and wine, displays and donations.  Assists with the hospitality special events.  Responsible 
for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
45010 Entry Under close supervision promotes the sale of wine and non-wine products sold in the Tasting Room.  Greets visitors and pours wines for tasting. 

May assist with hospitality special events as needed. 
   

45020 Intermediate Under limited supervision, promotes the sale of wine and non-wine products sold in the Tasting Room.  Greets visitors and pours wines for
tasting.  May assist with hospitality special events as needed. 

   
45030 Career Maintain in-depth knowledge about the wines, the vineyards, the brand and the winery.  Become a knowledge resource for General Tasting

Room Associates.  Accurately handle routine purchasing transactions, which include operating cash register and accounting of daily sales;
processes returns, and discounts.  Provide general tourist information and, in some case, more concierge type service, calling restaurants for
reservations, assisting with appointments at other wineries.  Conduct guided tours as needed.  Assist with hospitality special events as needed. 
Represents winery at outside functions as needed. 

 
45200 - HOSPITALITY SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the supervision of all hospitality staff.  Assists with development and implementation of special wine tasting, VIP 
luncheons/ dinners, private tours and tastings.  May be responsible for hiring outside professionals (i.e., caterers, musicians, etc.) for special events, arranging staffing 
requirements, overseeing production of publicity materials and invitations/announcements.  Coordinates calendar of company events and special meetings.  May represent 
winery at outside functions.  May respond to requests for donations.  Hires, orients, schedules, trains, supervises and evaluates Tasting Room staff.  May include Guest House 
responsibilities.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, distributor, wholesaler or other 
outlet. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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45210 - HOSPITALITY MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under general direction, responsible for winery hospitality special events.  Develops and implements special wine tasting, VIP 
luncheons/ dinners, private tours and tastings.  This includes hiring outside professionals (i.e., caterers, musicians, etc.) for special events, arranging staffing requirements, 
overseeing production of publicity materials and invitations/announcements.  Coordinates calendar of company events and special meetings.  May represent winery at outside 
functions.  May respond to requests for donations.  Hires, orients, schedules, trains, supervises and evaluates Tasting Room staff.  May have Guest House responsibilities. 
Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
45230 - HOSPITALITY DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for developing and monitoring the annual hospitality activities of the winery.  Supervises the purchase and pricing 
of promotional materials.  Supervises the creation of sales ideas and print advertising.  Creates décor and display image.  Develops special hospitality events for trade and 
key distributors.  Makes field visits to chains, retailers, restaurants, and stores.  Supervises the Tasting Room Operation including training and educating staff in the 
presentation of the wines, history, and brands.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, 
distributor, wholesaler or other outlet. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
46020 - DISHWASHER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for overseeing the dishwashing area.  Loads and unloads dishwashers or washes by hand.  Sorts dishes, glasses, 
and flatware.  Cleans inside and outside of dish machine for proper operation.  May wash large dishes and pans by hand. 
 
JOB LEVEL:  Intermediate 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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46030 - WAITSTAFF 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Communicates any “specials” to customers, may make recommendations, takes accurate orders, relays orders to cooks, and 
delivers meals.  Tasks may include arranging and setting tables, screening wines, understanding changing wines and menu, serving food to guests, anticipating and 
communicating special needs/problems to Supervisor.  Occasionally position will include significant lifting or other physical exertion.  Contribute to memorable dining 
experience of trade/public visitors. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
47020, 47030 - COOK 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Prepares and cooks a variety of foods.  Cleans and maintains equipment and work area to ensure a high level of safety and 
sanitation throughout the shift.  Follow recipes, including measuring, weighing and mixing ingredients.  Cooks follow recipes consistently, make adjustments based on 
customer requests, communicate with wait staff and prepare garnishes to make an attractive presentation for each meal.  May be responsible for set up, stocking, and break 
down of buffet lines. 
 

Job   
Number Job Level Job Level Definition 

   
47020 Intermediate Under close supervision of a higher level chef/supervisor executes duties in the kitchen as required. 

   
47030 Career Under routine supervision, performs duties as required in the kitchen. 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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47200 - SOUS CHEF 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Assists in planning, organizing, and coordinating all food and meals served at the facility.  May manage the department and staff 
in the absence of the Executive Chef. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
47220 - CHEF DU CUISINE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Will have overall responsibility for retail food and food service operations.  Responsible for supervision of all retail food services 
operations and provide catering operations support at a high quality and within budget guidelines.  Development of menu and inventory management.  Insures dining areas 
and kitchen are maintained in accordance with OSHA, local and county health departments.  Through understanding of food and wind affinity principles and the ability to 
implement complimentary high quality menus to showcase varietals produced by company. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
47230 - EXECUTIVE CHEF 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Assists in the planning of culinary program for winery.  Develops recipes in support of winery brands for consumption and 
publication.  Prepares meals for dining engagements and special events.  Purchases kitchen and food supplies, maintaining quality standards.  May be required to perform 
food inventory for accounting purposes.  Oversees general housekeeping of kitchen and food preparation areas.  May be responsible for the employment, training, and 
supervision of kitchen and wait staff. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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FUNCTION: MARKETING 
 
50110, 50120, 50130 - BUSINESS INTELLIGENCE DEVELOPER New Jobs 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Executes a range of data integration, reporting, and analysis functions to drive informed business decisions and support 
organizational strategy.  Key responsibilities include designing, developing, and maintaining reporting solutions and dashboards, validating data accuracy, optimizing data 
pipelines, troubleshooting BI tools, and supporting end-user analytics needs.  The role evolves from performing entry-level data tasks to architecting advanced data 
warehousing and analytics projects.  Excellent skills in analysis, documentation, communication, and problem-solving are required at all levels, with increasing technical 
depth, independence, and leadership for higher grades.  At highest levels, duties extend to architecting cross-functional business intelligence solutions, mentoring junior 
developers, setting BI strategy, collaborating with both technical and business teams, and ensuring compliance with data governance, privacy, and security standards. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
50110 Entry Supports fundamental BI functions under direction, building foundational skills in querying, reporting, and documentation.  Gains exposure to 

business requirements and best practices for BI system maintenance.  Bachelor's Degree in Marketing, a related field or equivalent experience. 
0 - 2 years of experience. 

   
50120 Intermediate Independently manages BI workflow:  develops and maintains analytics solutions, dashboards, and ETL processes.  Resolves technical challenges, 

collaborates with business partners to translate requirements, and keeps system documentation current.  Bachelor's Degree in Marketing, a
related field or equivalent experience.  2 - 4 years of experience. 

   
50130 Career Architects and delivers advanced BI solutions, mentors junior developers, and drives the implementation of data-centric strategies.  Ensures best 

practices in data governance, oversees cross-functional initiatives, and maintains security and compliance standards.  Bachelor's Degree in
Marketing, a related field or equivalent experience.  5+ years of experience. 
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51110, 51120, 51130 - USER EXPERIENCE DEVELOPER New Jobs 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans and executes user-centric digital design, bridging creative concepts with technical execution for web, mobile, and digital 
experiences.  Entry-level duties focus on supporting senior staff, assisting with wireframes, prototypes, usability testing, and documentation.  Higher levels include leading 
UX design and development, collaborating with marketing and product teams, managing full project lifecycles, maintaining best practices in digital branding and usability, 
driving strategy across multiple brands, mentoring junior staff, ensuring accessibility, and leading workshops and complex project rollouts. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
50110 Entry Operates under close supervision to plan and organize daily activities aimed at evaluating and improving the usability of online platforms and 

applications, seeking effective approaches to address user needs.  Follows established guidelines, reference manuals, and documentation while 
gaining hands-on experience with digital UX projects - including wireframing, prototyping, preparing design documentation, and conducting
usability tests to develop familiarity with best practices for web and mobile user interfaces. Bachelor's Degree in Marketing, a related field or 
equivalent experience.  0 - 2 years of experience. 

   
50120 Intermediate Works under limited supervision to coordinate and monitor key tasks for improving the usability of mobile and web applications.  Independently 

manages core elements of design and front-end development, producing high-fidelity prototypes and ensuring consistency and accessibility 
across deliverables.  Actively communicates visual and interaction concepts through journey mapping, storyboarding, sketching, and prototyping, 
while contributing to solutions that address a wide range of user needs.  Bachelor's Degree in Marketing, a related field or equivalent experience. 
2 - 4 years of experience. 

   
50130 Career Serves as a principal leader for digital experience strategy, guiding and mentoring UX and UI designers, directing major product launches, and 

championing accessibility, analytics, and technology integration across multiple brands and regions.  Possesses expert ability to measure and 
optimize web and mobile applications for superior user experiences, exploring innovative methods to resolve complex user challenges.  Oversees 
project prioritization and key decisions vital to organizational success, often with broad latitude in decision-making and direct impact on business 
goals.  Bachelor's Degree in Marketing, a related field or equivalent experience.  5+ years of experience. 
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52020 - MARKETING COORDINATOR Previously 51120 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Produces information materials for communications media to reach the maximum number of customer and prospects.  May 
perform, coordinate or oversee activities such as marketing related writing, layout, sales kit preparation and display arrangement.  Coordinates activities involved in the 
preparation of advertising, sales promotion and publicity in support of the marketing of company products.  Ensures the availability of up-dated/current product information 
on the company’s Web site.  Assists with electronic catalog development for the company’s products.  Ensures accurate listings and links in all Web site engines.  Develops 
and maintains graphics library for the WWW as well as in-house.  Assists with the development of current price lists and part numbers.  May assist with new product launch 
activities, especially in regards to the WWW.  Normal job progression is toward Brand Manager. 
 
JOB LEVEL:  Intermediate 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
52110, 52130 - PUBLIC RELATIONS SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Coordinates and executes public relation programs, directed primarily toward the news/communications media and secondarily 
to industry, stockholders and/or employees.  Responsive to organizational strategies and objectives.  Reviews materials intended for public release to ensure that it represents 
the best interest of the company, customer base, stockholders and employees and is consistent with established company public relations objectives and policies.  Plan, 
prepares and disseminates information (e.g. press releases).  Individuals act as internal experts, consults and program/project managers and represent the organization to 
external groups, trade associations, agencies, customers, stockholders and vendors. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
52110 Entry Plans and schedules the daily tasks to be performed by the position.  Makes choices on work prioritization with some assistance.  Uses standard

instructions, written manuals and documents.  Requires a working knowledge of business practice and procedures which is generally obtained
on the job.  Applies standard principles, theories and concepts.   

   
52130 Career Participates in planning and scheduling to establish deadlines and ensure the timely completion of several independent tasks and short-term

projects.  May organize and schedule group tasks.  Multiple tasks/projects are assigned and reviewed generally only upon completion.  Requires
thorough knowledge of business practice and procedures in order to perform non-repetitive, analytical work.  Position uses a wide application of
principles, theories, concepts and draws on previous experience to determine a course of action.   
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52230 - PUBLIC RELATIONS MANAGER/DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Provides general direction to and review of staff.  Develops organizational policies and authorizes implementation of same.  Work 
prioritization and decisions are important to the overall success of all aspects and phases of the organization.  May have country or international responsibility.  At times, is involved 
in the complexities of day-to-day operational problems.  Ensures that overall budget schedules and performance standards are realistically set and attained.  Work involves a broad 
latitude for decision making and review of actions through goal attainment.  Requires expert knowledge within the public relations field and the ability to integrate critical information 
from many diverse areas.  Provides for the preparation and consolidation of forecasts which meet overall marketing/sales objectives of the company.  Develops methods to track 
effectiveness of implemented programs.  Applies and/or develops advanced concepts.  Requires extensive knowledge of public relations activities concerned with developing and 
analyzing diverse areas such as public relations requirements, defining and implementing public relations policies, practices and programs.  Provides input to senior managers in 
developing and establishing organizational policies. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
53120, 53130 - DEMAND PLANNER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Utilizes, maintains and refines planning software to model and create statistical demand forecast.  Partners with Sales and 
Marketing to understand historical sales, market trends, seasonality, product mix, and other factors which influence the forecast.  Works with Marketing, Sales and Production 
when planning new or innovative products.  Compiles and validates monthly demand data to evaluate gaps between forecasted and actual sales.  Creates and validates 
forecast reporting to ensure production meets sales requirements.  Creates, maintains and delivers a monthly performance metrics dashboard.  Manages the global Sales 
and Operation demand process for all products in collaboration with internal cross functional partners.  Collaborates with Marketing, Sales, Logistics, Operations, Supply Chain 
and Sales and Operations processes to deliver a consensus-driven demand plan that optimizes the balance between market opportunity and supply capability.  Responsible 
for developing processes to improve forecast accuracy, increase collaboration with internal and external partners, and ensures translation of demand into the supply-planning 
process works seamlessly.  Refines the forecast model to reflect updated Sales and Marketing assumptions. 
 

Job   
Number Job Level Job Level Definition 

   
53120 Intermediate Semi-routine tasks of moderate complexity requiring discretion and the use of judgment and initiative.  Requires 1 - 3 years of directly related experience, 

with the typical incumbent possessing 4 or more years of experience.
   

53130 Career Wide variety of complex tasks.  Participates in the analysis, design, development and implementation of policies, plans, programs, objectives, or technical 
systems.  Requires 4 - 6 years of directly related experience, with the typical incumbent possessing over 6 years of experience. 
 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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53220 - MARKETING MANAGER 1 (LESS THAN 100K CASE PRODUCTION) 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Directs marketing activities related to developing and analyzing market research data, identifying market potentials, establishing 
pricing strategies, defining and implementing advertising and promotion programs, managing marketing administration and contract administration.  Manages such marketing 
functions through subordinate functional level managers.  Excludes those who have direct sales responsibilities.  This is typically the first level of management in this job 
family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads.  May include broader responsibilities for a 
smaller organization. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
53221 - MARKETING MANAGER 2 (100K OR MORE CASE PRODUCTION) 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Directs marketing activities related to developing and analyzing market research data, identifying market potentials, establishing 
pricing strategies, defining and implementing advertising and promotion programs, managing marketing administration and contract administration.  Manages such marketing 
functions through subordinate functional level managers.  Excludes those who have direct sales responsibilities.  Directly manages exempt level employees.  May manage 
nonexempt employees directly or through supervisors/leads.  May include broader responsibilities for smaller organizations. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
53222 - MARKETING COMMUNICATIONS MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the development, implementation and coordination of all brand marketing programs for winery/vineyard.  Works 
in conjunction with sales force to establish marketing programs and to assure understanding and consistency of brand information.  Monitors and evaluates brand performance 
in relation to established goals and budgets.  Assists in the development of the creative content of P.O.S.  merchandising, brand advertising and related promotional materials.  
Ensures label compliance to TTB regulations.  Works closely with Public Relations in the generation of trade releases, P.O.S.  material and special promotional campaigns.  
Functional areas may include marketing communications, marketing services and advertising.  Responsible for the employment, training, development, counseling and 
discipline of assigned staff.  Excludes those who have direct sales responsibilities. 
 
JOB LEVEL:  Manager 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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53230 - MARKETING DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Directs overall marketing and strategic planning programs for the company.  Facilitate client development through marketing 
and client services programs.  Coordinates with Public Relations team in the development and management of event-based activities and media relations.  Works with 
Consumer Marketing group to develop the information base required to effectively position the brands and target consumers.  Works with production to develop and execute 
plans regarding products, packaging and promotional activities.  Prepares and executes seasonal and recurring promotion campaigns, including point of sale materials and 
sale support materials.  Operates at the highest level and is responsible for formulating and directing the company's marketing strategy.  Work closely with key stakeholders 
in sales and product development-to determine business objectives and strategy for delivery as well as lead their own team and co-ordinate the input of any external agencies 
involved in the company's marketing strategy.  May be responsible for marketing programs for specific brands. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
53310 - ASSOCIATE/ASSISTANT BRAND MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for building and maintaining a brand for the company and its products.  Responsible for devising marketing strategies for 
the brand; creating a positive image of the brand; participating in ad campaigns; coordinating with the creative department; looking into the budgeting aspects and positioning a 
brand in the right manner.  Responsible for formulating the brand’s long-term strategy and developing and executing marketing plans.  Define the brand’s pricing, packaging, trade 
merchandising, advertising and promotion strategies and allocate the budget accordingly.  Will execute marketing initiatives in support of long term strategies through leadership of 
the business unit team.  Will be accountable for delivering the brand’s profit, volume and market share objectives. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
53311 - BRAND MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, develops and conducts complex market analysis studies to assess and analyze present and potential marketing conditions for a 
specific product.  Gathers information and data to measure the effectiveness of product, impact of advertising, customer attitude, need and satisfaction and similar activities.  
Determines project goals and objectives.  Identifies and develops potential information sources.  Conducts advanced studies to determine the potential profitability of new product.  
Provides recommendations in the development planning for new product.  May provide guidance and leadership to lower level staff members.  Manages execution of brand marketing 
plan including advertising, merchandising, promotion, research and product development, including packaging.  Ensures consistent messaging, imagery and quality standards. 
 
JOB LEVEL:  Management 1 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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53312 - SENIOR BRAND MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for strategy and marketing plan development for the brand(s).  Specifically, this individual will lead development of brand 
positioning, growth strategy and marketing plans/programs to drive the business ahead (annual brand planning and 5 year strategy/plans) behind strong business analysis.  The role 
will also provide support and leadership management of critical marketing and channel initiatives that support and enhance brand health and volume growth, such as:  Develop, 
implement, evaluate and evolve fiscal year brand strategy and marketing plans.  Consistently collaborate with and leverage internal and external support groups during this process.  
Steward the equity of the brand.  Develop, maintain and consistently communicate a compelling brand position.  Define key channel growth opportunities and plans.  Develops in-
market responses to competitive activity and launches.  Analyze and develop plans against new and important consumer target opportunities.  Work with content team to deliver 
communication strategy and media strategy.  Align on key long term brand measures that drive brand health and volume/profit objectives; recommend and launch tracking tools 
against these measures.  Elevate and optimize pricing strategy and execution to best capture value.  Support the development of an innovation pipeline for the brand.  Oversee and 
help manage the delivery of key strategic initiatives for the brand.  Increase productivity from the brand team and internal and external partners.  Maintains positive, constructive 
relationships with internal team members and outside agency partners.  Help resolve field sales issues related to brand marketing plan elements.  Develops persuasive selling 
presentations using consumer research tools/data to increase/protect distribution, space, and display efforts.  May be responsible for Premium Brands product line. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
53313 - BRAND DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for developing and implementing US marketing plans for assigned wine brands to generate sustainable consumer 
and trade demand, support growth targets, and enhance overall brand image.  Work with Brand Owners to understand brand vision and provide recommendations for 
strategic and long-range planning.  Manage the development of all brand advertising and packaging and promotional concepts.  Plan and monitor the profitability of each 
brand, ensuring goals and objectives are met.  Develop and maintain brand budgets, pricing, and promotional spend.  Effectively communicate brand strategies and product 
information to all pertinent audiences:  internal, distributor, trade and consumer.  Create and execute Annual Marketing Plans, Brand Programs and brand assets for assigned 
brands, reviewing and updating as needed based on monthly results.  Oversee planning process for brand management team, ensuring comprehensive plans are developed 
for their respective brands.  Responsible and accountable for measuring impact and effectiveness of marketing initiatives through both qualitative and quantitative analysis. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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54120 - DIRECT TO CONSUMER MARKETING SUPPORT SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for maintaining winery website.  Responsible for the quality, format, content and structure of all documents posted 
on the website.  Coordinates the process of adding and updating information, monitors, analyze and verify data to ensure data integrity.  Collaborates with colleagues in 
regards to database content.  Performs database maintenance tasks.  Works with graphic designers to develop graphics that are web friendly.  Promotes the site to internal 
and external audiences by developing contacts with other Webmaster, establishing links form other relevant sites.  Assists in creating content on social networking websites 
and related media.  May engage in creative, marketing, and monetization endeavors involving the use of social networking.  May assist in development and design of social 
networking media features and campaigns that attract and sustain interest, and present a prominent, positive and compelling brand identity. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
54320 - DIRECT TO CONSUMER MARKETING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Develops Relationship Marketing brand strategies and plans, both on-line and off-line; executes plans, monitor progress and analyze 
performance against goals.  Manages and grows the Wine Clubs membership and sales by increasing membership and sales, increase value to members and develop new clubs.  
Integrate and enhance all brand-building activities across Visitor Center, Wine Clubs and Brand marketing initiatives.  Acquire new customers and prospective customers via web, 
strategic partnerships, events, Internet, email and direct mail.  Responsible for Wine Club planning, including long-term plans for written material and wine club shipments, coordination 
with warehouse and shipper, and growth estimations..  Manages strategic plan development for the winery as it relates to relationship marketing.  Responsible for creative development, 
media planning, Internet site, and channel programming development.  Maintain up to date knowledge of state regulations on marketing activities, varying and changing regional 
economic trends, broad consumer cultural spectrum and fragmented trade business model.  Plans, creates and/or produces content on social networking websites and related media.  
Engages in creative, marketing, and monetization endeavors involving the use of social networking.  Develops and enhances the design of social networking media features and 
campaigns that attract and sustain interest, and present a prominent, positive and compelling brand identity.  Manage all social media related communications, deliverables, project 
timelines and reporting.  Ensure all Social media strategies and tactics support company objectives. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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55230 - DIRECT TO CONSUMER MARKETING DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible to drive vision, strategy and tactical execution of company direct to consumer marketing.  Develop short and long-term 
goals, target markets, competitive positioning, marketing strategies and supporting products/programs to increase consumer business and increase retention of current consumers.  
Research and direct consumer input to identify current and future market opportunities and ensure that opportunities are defined, understood and successfully integrated into the 
company’s products, programs and service offerings.  Direct consumer branding programs, including strategy and deployment of consumer advertising.  Represent the voice of the 
consumer segments for internal decision making and planning sessions.  Work with business partners to integrate consumer activities into strong external programs aligned to support 
the company’s short and long-term marketing and branding strategies.  Lead Market Intelligence in conducting market research and monitoring competitive landscape.  Use market 
insights to identify strategic opportunities for the company.  Coach and manage staff to ensure skills and knowledge are continually developed to meet future marketing and business 
needs.  Provide oversight of department activities such as planning, hiring, performance reviews and budgeting. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
56130 - CATEGORY MANAGEMENT ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Analyzes trends in sales, finance, general business conditions and other related areas.  Administers programs, projects, and processes 
specific to assigned customer development team.  Participates in preparing new item presentations, customer marketing presentations and annual business reviews.  Develops a 
deeper understanding of wine consumption trends and learning about target consumers and their emerging needs.  Understand and synthesize marketplace and sales information 
based on secondary, syndicated industry data and primary research findings.  Runs primary market research projects with customer panel, tasting room visitors and other consumer 
and trade groups.  Develops persuasive selling presentations using consumer research tools/data to increase/protect distribution, space, and display efforts.  Develops strong 
partnerships with account managers and customers to effectively communicate insights that translate into measureable results.  Visit customers as needed and assist in conducting 
store audits.  Conducts post-promotion analysis; quantifying impact to brand(s) and category.  Assesses trends and identify key customer opportunities consistent with overall company 
strategies and brand marketing plans.  Develops fact based presentations for field sales to support new items, address competitive situations, enhance merchandising effectiveness, 
and improve shelving. 
 
JOB LEVEL:  Fully Qualified 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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56140 - SENIOR CATEGORY MANAGEMENT ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Engages in advanced comprehensive data analysis for all aspects of the wine category for an assigned account’s location.  Provides 
advanced analysis encompassing the full scope of category management functions including the research of financial and business strategies that impact various sales projects, 
programs and systems for chain accounts in an assigned geography.  Builds new item presentations, customer marketing presentations and annual business reviews for assigned 
account management team.  Schedules, communicates and coordinates the reset process for all stores in area of responsibility.  Provides analytical support for customer development 
sales teams with market analysis, sales data and forecasting reports.  Develops a deeper understanding of wine consumption trends and learning about target consumers and their 
emerging needs.  Understand and synthesize marketplace and sales information based on secondary, syndicated industry data and primary research findings.  Runs primary market 
research projects with customer panel, tasting room visitors and other consumer and trade groups.  Develops persuasive selling presentations using consumer research tools/data to 
increase/protect distribution, space, and display efforts.  Develops strong partnerships with account managers and customers to effectively communicate insights that translate into 
measureable results.  Visits customers as needed and assist in conducting store audits.  Conducts post-promotion analysis; quantifying impact to brand(s) and category.  Assesses 
trends and identify key customer opportunities consistent with overall company strategies and brand marketing plans.  Develops fact based presentations for field sales to support 
new items, address competitive situations, enhance merchandising effectiveness, and improve shelving. 
 
JOB LEVEL:  Specialist Level 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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57120, 57130 - PACKAGING DESIGNER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the design, development and manufacture of packaging for a range of products.  Responsible for generating 
new packaging products in response to briefs while ensuring that packaging products meet set requirements and specifications (e.g. product presentation, identification and 
labelling, convenience, function, etc.).  Will produce samples to try out different materials and designs and running trials to check packaging for suitability and testing for 
performance under various conditions.  Responsible for controlling production and quality standards.  Coordinate with production line engineers to work out the best way to 
make the packaging.  Works closely with graphic designers and marketing specialists, to make sure packaging fits in with the company’s marketing and branding schemes.  
Prepares visual design concepts for containers and packaging for specific products, considering factors such as convenience in handling, functionality, storage, labeling 
requirements, distinctiveness, and ease of identification by consumer, product safety, and simplicity while minimizing production costs.  Keeps up to date with technological 
innovations. 
 

Job   
Number Job Level Job Level Definition 

   
57120 Intermediate Prepares packaging designs for existing or new products to reflect current market trends.  Develops appropriate designs to maximize long term

quality and shelf life of product while minimizing cost.  May conduct analytical materials testing and interpret data findings.  May create new and
innovative cutter guides and 3-D mock-ups as needed.  Combines artistic talent with research on product use, marketing, and materials to create
the most functional and appealing packaging design.  Generates innovative packaging ideas to enhance visual appeal.  Possesses demonstrated
skills in a variety of graphic design software to enhance creative presentation. 

   
57130 Career Prepares new packaging design concepts for a variety of packing requirements.  Reviews package designs for functionality and adherence to

company as well as external standards.  Determines packaging material specifications to maintain product integrity, while maximizing storage,
shipping and cost considerations.  Identifies and monitors cost reduction in the analyses of packaging materials, configuration, size, shipping
container requirements and optimization of shipping costs.  Maintains and develops successful working relationships with engineering, purchasing,
marketing and merchandising teams.  Works closely with these teams to improve the company product packaging to meet customer expectations
and drive sales.  Builds strong working relationships with agencies/freelancers and suppliers to improve the standard of packaging designs
supplied.  Reviews designs to ensure packaging is compatible with product style guides, brand foundations, creative positioning, product
presentation and brand “look & feel.” Requires expert level knowledge in packaging design concepts, practices, standards and procedures. 
Excellent skills in a wide variety of graphic design software. 
 

 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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58120 - GRAPHIC DESIGN SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for a variety of tasks in the support of planning, layout and preparation of commercial art work for inclusion in product 
brochures, displays, presentations, labels and similar graphics applications requiring a creative graphics treatment.  Works from general guidelines using considerable creative judgment 
regarding composition, media selection and the like.  May provide technical guidance to other illustrators.  Designs, develops, produces and prepares creative graphics, commercial 
art and technical illustrative materials from sketches, written and verbal requests.  Selects techniques best suited to produce desired visual effects in conformance with specified quality 
standards.  Utilizes a wide variety of graphics production equipment and supplies including drafting machine, light table, lettering sets, various media and graphics art supplies and 
equipment.  Utilizes a wide variety of graphic techniques including line illustrations, perspectives, orthographics, renderings, graphs and the like.  Plans complete layouts for finished 
graphics.  Coordinates with Marketing and Promotions to determine illustrative objectives, translating into graphics terms.  Coordinates graphic production efforts from preparation 
through production and publication.  May utilize computer based graphics and/or desktop publishing software. 
 
JOB LEVEL:  Career 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
58230 - GRAPHIC DESIGN MANAGER/DIRECTOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for defining design parameters that capture and project corporate identity and maximize style, brand identification and 
visually translates desired impact.  Develops initial web design concepts.  Responsible for the conception and development of new advertising/promotion campaigns for print, broadcast, 
e-commerce and related media.  Develops creative solutions and overall strategies to address marketing goals.  Strong experience with design, copy, media and production activities 
with ability to manage creative projects from conception through implementation.  Directly manages exempt level employees. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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59120, 59130 - PRICING COORDINATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the administration of all pricing and promotion data for all finished goods labels.  This includes daily maintenance 
of pricing and promotional data in the system, supports validation and publication of all internal and external pricing communication.  Responsible for implementation of price 
changes.  Manages and maintains pricing data in ERP (Enterprise resource planning) and pricing system.  Identify issues and work with Business Unit and Sales team as 
needed to correct.  Manages the integrated data integrity fed from other systems.  Ensure that the systems required for data support are checked and confirmed daily.  
Responsible for establishing pricing and promotions on new items and monitor approved deal levels.  Create reports in supporting data integrity management, utilizing raw 
data extract from pricing application tool. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
59120 Intermediate Semi-routine tasks of moderate complexity requiring discretion and the use of judgment and initiative.  Requires 1 - 3 years of directly related experience, 

with the typical incumbent possessing 4+ years of experience.
   

59130 Career Wide variety of complex tasks.  Participates in the analysis, design, development and implementation of policies, plans, programs, objectives, or technical
systems.  Requires 4 - 6 years of directly related experience, with the typical incumbent possessing 6+ years of experience. 
 

 
59220 - PRICING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Position is involved in all aspects of financial reporting and analyses associated with pricing, discounts, and cost of goods sold.  
The main objective is to help the Winery to increase profitability by finding ways to improve gross margin.  Collaborate with the marketing team to develop and implement 
pricing strategies that enhance profitability of the company.  Provide monthly reporting and analyses to help in the business decision making (from transfer price to 
recommended shelf price).  Assist the Marketing and Sales teams in regularly forecasting and monitoring all Selling costs and Distribution allowances.  Work closely with the 
sales team, the accounting team, and the marketing team to ensure the correct pricing is in the system for each state.  Oversees price change requests from the sales team 
by evaluating margin impact and potential incremental volume.  Prepare analysis for management on the profitability per States and channels, as well as at the SKU and 
brand levels to optimize the company’s portfolio.  Analyze variances between actual and standard costs (imported and domestic). 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and 
Supervision. 
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FUNCTION: SALES 
 
60010, 60020, 60030 - CUSTOMER SERVICE REPRESENTATIVE (may be organizationally located in sales, marketing, administration, accounting or 
purchasing) 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs a wide variety of tasks involving the coordination of distributor customer service inquiries and problems.  May provide 
any or a combination of the following:  researches and responds to customer inquiries either in person, by telephone or by correspondence.  Analyzes individual accounts, 
assists in solving customer problems and initiates action for repair, replacement return or field service as guided by customer service policies, completes forms and obtains 
signatures and documentation when necessary, or refers highly unusual situations to higher authority for review and reconciliation.  Performs activities associated with the 
receipt, booking and processing of sales orders.  Receives sales orders from customers, sales staff or distributors via phone, mail or direct contact.  Reviews orders for correct 
price, number and descriptions per standard catalog listings.  Ascertains related data such as ship to, bill to and quantity.  Prepares entries to associated records, documents 
and logs such as sales order log, booking records and customer log.  May prepare initial recommendations for review, also discusses and recommends types of account 
information and services.  Maintains associated records and logs of activity.  Requires excellent verbal and written communication skills and good organizational skills; word 
processing, 10-key experience and may require familiarity with CRT. 
 
At the highest level, provides support to lower level staff on non-standard cases where policy and practice are not formalized or documented and individual case determination 
may be required.  May provide work leadership and assist in training lower level staff members, excludes those with full supervisory responsibilities. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
60010 Entry Under close supervision, handles a variety of customer service inquiries and problems on the telephone.  Calls are routine and cover basic

situations.  Company practices and service/return policies are well-established and documented requiring minimal interpretation or deviation. 
Reviews and troubleshoots customer problems and initiates standard action for replacement or return as guided by customer service policies. 
Performs routine tasks related to the receipt and processing of sales orders.  Refers complex or difficult customer inquiries to seniors.  Assigned
products are usually well established requiring minimal judgment or discretion.  Entry level position into job family. 

   
60020 Intermediate Under general supervision, handles a variety of customer service inquiries and problems on the telephone.  Calls are generally routine but may

require departure from standard scripts or procedures.  Provides support to lower level staff on non-standard cases where policy and practice
are not formalized or documented and individual case determination may be required.  Reviews and troubleshoots customer problems and
initiates action for replacement or return; or refers highly unusual situations to higher authority for review and reconciliation.  May promote
alternative products.  Performs standard activities associated with the receipt and processing of sales orders.  Refers complex or difficult customer
relations problems to seniors.  Operates within defined limits of discretion and initiative. 
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60010, 60020, 60030 - CUSTOMER SERVICE REPRESENTATIVE (may be organizationally located in sales, marketing, administration, accounting or purchasing) 
(Continued) 
 

Job   
Number Job Level Job Level Definition 

   
60030 Career Under general supervision, handles a variety of customer service inquiries and problems on the telephone.  Calls are generally not routine and

require departure from standard scripts or procedures.  Handles situations that may require alteration of responses or extensive research.  May
perform activities within product service, consumer relations, and similar areas.  Resolves problems escalated through lower staff levels. 
Coordinates with a wide variety of functions within the company and provides liaison with customers during post delivery times.  Resolves
problems and discrepancies regarding shortages, over shipments, defective products, and the like.  Resolves return credit problems.  May assess
customer needs and suggest or promote alternative products or services.  May provide work leadership to lower level customer service staff. 
Performs complex administrative coordination activities associated with the receipt, booking and processing of sales orders.  Prepares various
sales reports and recaps of shipments, bookings, backlogs and related sales activities.  Additional experience involving considerable customer
contact requiring the exposure to equivalent order processing activities, resolution of customer order irregularities, and related product knowledge
is highly desirable. 

 
60200 - CUSTOMER SERVICE SUPERVISOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for the day-to-day direction and coordination of activities of staff required to provide service and support of company 
products to customers.  Directs and coordinates staff involved in a combination of activities such as order processing, consumer relations, sales support, and problems, 
processing customer returns and exchanges and expediting service.  Responds to customer inquiries regarding status of orders, service; investigates and resolves critical 
production, shipping and scheduling problems; provides special pricing for non-standard items; and interfaces with key customers to resolve problems and discrepancies.  
Provides liaison with key customers.  Coordinates information with staff such as changes in product availability, delivery schedules and the like.  Supervises the staff involved 
in receipt, booking and processing of customer orders.  Monitors the receipt and booking of sales orders from customers, sales staff or distributors via phone, mail or direct 
contact.  Resolves pricing, delivery schedules, routing, billing, backlog and related questions within prescribed limits of authority.  Investigates customer order difficulties as 
required.  Provides for efficient, timely and accurate entry of sales orders into sales order system.  Analyzes order processing system and develops recommendations to 
improve methods and procedures related to the receipt, booking and processing of customer orders.  Provides for the maintenance and compilation of various sales reports, 
recaps and summaries of sales activities.  Responsible for the employment, promotion, employee performance evaluation, training, motivation, counseling and discipline of 
assigned employees.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
 
JOB LEVEL:  Supervisor 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 



 

127 

 

 W INE 2026 
  WINE INDUSTRY 
COMPENSATION SURVEY 

60220 - CUSTOMER SERVICE MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, organizes, directs, and controls the activities and staff required to provide product service, customer orders and support 
of company products.  Establishes, implements, and maintains administrative and technical procedures to provide responsive after-sales service to customers.  Develops and 
coordinates training activities for company service personnel and/or customers.  Develops and recommends manpower plans, operational budgets, inventory requirements 
and the like in order to manage and control the customer service organization in an independent manner.  Ensures that departmental operating costs and profit goals are 
attained.  May manage order-processing activities through subordinate supervisory levels.  Develops schedules, procedures and methods.  Provides for the maintenance and 
review of service records to determine product reliability, service costs, and the like.  Develops systems and methods used to receive and book sales orders from customers, 
sales staff or distributors via phone, mail or direct contact.  Reviews material, product inventory and manpower requirements and prepares necessary reports to ensure timely 
processing of sales orders.  Provides for production of sales reporting to meet needs of marketing and production management.  Coordinates booking problems and special 
circumstances with other departments.  Normally manages through subordinate supervisors. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
61030 - eCOMMERCE ASSOCIATE OUTBOUND SALES 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Performs outbound telephone sales operations selling wine and merchandise to our customer database.  Updates internal 
customer databases with new information gathered during calls.  Responds quickly and accurately to customer inquiries via telephone and email.  Suggests and maintains 
customer service best practices to Manager, based on customer interaction experience.  May act as backup for e-Commerce Associate position when necessary, answering 
incoming calls and emails, assisting customers with orders, providing customer service, and troubleshooting customer concerns.  Generates leads and manage relationship(s) 
with outside sales partners and vendors.  Responsible for DTC wine sales.  DTC is when wine is sold directly to the end customers without selling through a retailer, distributor, 
wholesaler or other outlet. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
61120 - RETAIL MERCHANDISING SPECIALIST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for covering resets in all chains in assigned area.  Will maintain one hundred percent distribution, and complete 
administrative responsibilities.  Responsible for maintaining one hundred percent shelf distribution of all authorized items for each chain.  Set shelves according to store 
schematics.  Cut-in new item distribution and DSD items.  Rotate vintages, fill shelves, fill cold boxes.  Responsible for establishing and maintaining rapport with other 
vendors, liquor department managers, and other store personnel.  Complete paperwork as needed.  May attend and contribute at department meetings and be able to give 
presentations. 
 
JOB LEVEL:  Intermediate 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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61210 - RETAIL MERCHANDISING MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Assigns account specialist to cover resets in assigned area.  Maintain one hundred percent shelf distribution of all authorized 
items.  Set shelves according to store schematics.  Cut-in new item distribution and DSD items.  Establish and maintain rapport with other vendors, liquor department 
managers, and other store personnel.  Responsible for work coverage schedule for region of responsibility.  Complete quarterly distribution reports.  Attend and contribute 
to meetings. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
62020, 62030 - SALES COORDINATOR 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Execute ordering and packaging of wine shipments, POS packets and miscellaneous sales presentation materials for sales team.  
Manage monthly sales “thank you” calls.  Manage trackers for National Account programs.  Responsible for maintaining sales territory map, distributor & supplier, and internal 
contact lists.  Manage outgoing communication to distributor partners.  Plan and execute Sales events for distributors and sales team.  Work with Sales & Marketing Analyst 
on Sales reports and follow up with data integrity issues to ensure problems are corrected.  Plan and execute travel plans for Sales team; includes creating travel itineraries 
with all transportation, lodging and event details.  Manage all Supplier Travel; includes establishing a plan of action and travel itinerary.  Build itineraries for suppliers with 
the sales team.  Create reports and advise Sales Team about productivity of Supplier visits and create future travel based upon data. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
62020 Intermediate Under general supervision performs all administrative support for Sales staff and related programs. 

   
62030 Career Under routine supervision, performs all administrative support for Sales staff and related programs. 
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64120, 64130 - SALES AND MARKETING ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for providing information and insights that facilitate key company decisions, helping to drive profitable growth and 
goal achievement.  Manages the development of the annual budget plan (sales by Brand, expense budgeting), the development of the business plan, the development of 
the year-end forecast.  Responsible for reconciling year-end goals for sales team to evaluate bonus payouts.  Create and maintain standard and automated reports to be 
used by the Marketing/Sales/Finance teams:  monthly inventory analysis; depletion volumes vs. plan and LY, depletions allowance vs. plan and LY, samples vs. plan and LY, 
Direct Imports by brand vs. plan and LY. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
64120 Intermediate Semi-routine tasks of moderate complexity requiring discretion and the use of judgment and initiative. 

   
64130 Career Under limited supervision assignments are relatively complex and generally involve planning activities for sales by Brand, budget and year-end 

numbers for sales staff. 
 
65110, 65130 - DIRECT SALES REPRESENTATIVE 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Under limited supervision, performs direct sales and customer service activities.  Helps develop sales forecast for territory.  Provides 
education to retailers on products and merchandising.  Attends tradeshows and travels to service customers.  Identifies potential sources of new business.  Sells products to meet or 
exceed sales quota.  Sells wine DIRECTLY from winery to on premise, off premise accounts, and corporate accounts.  Only applicable to states where this is legally allowed.  For those 
with true merchandising responsibilities please go to job 61120 or Manager 61210. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
65110 Entry Under close direction manages assigned territory of all Accounts.  Sells displays, maintain distribution, and complete administrative responsibilities

including daily preplans, recaps, and distribution reports for the territory.  Responsible for accounting duties as they apply to specific accounts
as well as aging reports.  May maintain shelf distribution of all authorized items for each account/chain.  May rotate vintages, fill shelves, fill cold
box, build displays, and maintain Company housekeeping standards. 

   
65130 Career Under general direction manages assigned territory of all Accounts.  Sells displays, maintain distribution, and complete administrative

responsibilities including daily preplans, recaps, and distribution reports for the territory.  Responsible for accounting duties as they apply to
specific accounts as well as aging reports.  May maintain shelf distribution of all authorized items for each account/chain.  May rotate vintages,
fill shelves, fill cold box, build displays, and maintain Company housekeeping standards. 
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65220 - SALES OPERATIONS MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES Manages support functions essential to sales force productivity.  These include planning, reporting, quota setting and management, 
sales process optimization, sales job design, sales training, sales program implementation, sales compensation design and administration, and recruiting and selection of 
sales force talent.  Coordinates sales forecasting, planning, and budgeting processes used within the sales organization.  Proactively monitors and strives to maintain high 
levels of quality, accuracy, and process consistency in the sales organization’s planning efforts.  Proactively identifies opportunities for sales process improvement.  Works 
closely with sales management to inspect sales process quality and prioritize opportunities for improvement.  Assists sales management in understanding process bottlenecks 
and inconsistencies.  Facilitates an organization of continuous process improvement.  · Monitors the accuracy and efficient distribution of sales reports and other intelligence 
essential to the sales organization.  Recommends revisions to existing reports, or assists in the development of new reporting tools as needed.  · Works with Accounting, 
Finance, and Human Resources to provide assistance with sales incentive compensation administration on an as-needed basis, or when required to arbitrate or clarify the 
application of sales compensation program policies and procedures. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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66120, 66320, 66330 - DISTRIBUTOR SALES RELATIONSHIP MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Responsible for accounts in assigned markets /geographical areas.  Single or multiple Distributors.  Develops and manages positive 
relationships with the Distributor(s) in assigned area.  Set quotas for Distributor(s); monitors performance and recommends corrective action.  Coordinates programming, promotion 
and pricing execution with Distributor(s).  May negotiate pricing and promotional allowances.  May assist in formulating short-term marketing strategies.  Responsible for pricing, 
programs and Profit and Loss statements.  Executes assigned multiple level programs.  Communicates objectives and priorities to Distributor.  Gathers market information and reports 
data via weekly survey and maintains accurate records.  Educates Distributor’s Sales Representatives.  Monitors Distributor performance versus goals.  Monitors inventory/depletion 
levels.  Troubleshoots specific problems.  Accumulates competitive pricing information and track competitive ads.  Coordinates and conducts wine tasting, fund raisers, and other wine 
events for customers.  Conducts regular performance review and sales meetings with distributors.  Coordinates and conducts wine tastings, fund raiser, and other wine events with 
customers.  Wine goes to the distributor for delivery to retailer.  Works with and thru distributor, and may include some direct sales to retailers where duties are blended (default for 
combo jobs). 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
66120 Intermediate Under close direction primary focus is on maintaining and developing accounts and developing strong working relationship with all levels of

distributor sales management and key account personnel.  Responsible for developing direct business relationships with decision-makers of
assigned retail chains for the purpose of enhancing business through the development of branded goods. 

   
66320 Management 2 Under limited direction primary focus is on maintaining and developing accounts and developing strong working relationship with all levels of

distributor sales management and key account personnel.  Responsible for pricing, programs and Profit and Loss (P&L) statements.  Responsible
for developing direct business relationships with decision-makers of assigned retail chains for the purpose of enhancing business through the
development of branded goods.  Manages long term strategic business relationships with distributors.  May manage Distributor Reps.   

   
66330 Management 3 Under general direction primary focus is on maintaining and developing accounts and developing strong working relationship with all levels of

distributor sales management and key account personnel.  Responsible for pricing, programs and Profit and Loss (P&L) statements.  Manages
long term business relationships with Distributors.  Responsible for developing direct business relationships with decision-makers of assigned
retail chains for the purpose of enhancing business through the development of branded goods.  Manages long term strategic business
relationships with distributors.  May manage Distributor Reps.   
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67220 - REGIONAL SALES MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Plans, directs, coordinates and leads the activities of the sales staff in a multi-state geography.  Recruits, trains, and develops subordinate 
staff; organizes and employs personnel.  Interacts with Principals at Distributors in the assigned geography; negotiates annual plans, goals and terms of distribution.  Ensures 
geography’s volume and profit goals are achieved.  Selects/terminates distributor relationships consistent with Company goals.  Identifies business opportunities and pinpoints problems 
areas.  Sets and communicates objectives to team and/or distributors.  Actively calls on key accounts and assists sales force where applicable.  Often has P&L responsibilities.  Typical 
job titles include:  Division Sales Manager and Division Vice President.  Can have multiple incumbents. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
67221 - MAJOR ACCOUNT MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Position could either be On-Premise, Club, and/or Major Chain such as Safeway, Walmart or Target.  Plans and implements sales to 
specific major accounts where cultivating relationships, identifying opportunities, and account manage skills are critical.  Plans how to establish and maintain major account 
relationships.  Develops sales strategies for national accounts; identifies target accounts and opportunities within the framework of the organizational strategy.  Monitors chain 
performance (depletions, shipments, pricing, promotional materials).  Monitors competitor activity in each account and ensures that appropriate response strategies are formulated, 
communicated, and executed.  Coordinates national account pricing and programming with appropriate local sales staff and Distributor(s).  Negotiates suggested pricing with national 
accounts.  Educates on-premise wait staff in product knowledge and/or develops special programs (wine lists, cause & effects, etc.).  Typical job titles are National Accounts Manager, 
Regional Sales Manager, Zone Manager, Regional Chain Manager, National Account Director On/Off Premises, National Chain Director, Division Manager, Market Manager and Category 
Manager. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
67230 - NATIONAL SALES MANAGER (DIRECT REPORTS) 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Oversees the wholesale sales to all distributors across the United States, distributor relationships, meeting case volume and profitability 
goals. Responsible for a single/distributor account of national scope, or a limited few such accounts.  Manage, motivate and support the distribution network including distributor 
management and sales representatives.  Responsible for a broad range of product/categories, not exclusively focused on a particular product or category.  Creates budgets, manages 
expenses and provides sales and marketing reports.  Responsible for management of direct and indirect reports. 
 
JOB LEVEL:  Management 3 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
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67320 - INTERNATIONAL SALES MANAGER 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Accountable for designing, establishing and developing the company's international sales and marketing strategy.  Responsible 
for negotiating pricing for each market.  Finalizes monthly sales and all appropriate paperwork.  May work in other countries to develop sales network and collect market 
information.  Organizes formal presentations and seminars to promote products.  Provides management with up-to-date information regarding overseas operations.  Manages 
the international sales activities for the company.  Develops new sales, manages and expands existing sales, coordinates activities with agents and distributors.  Oversees 
and coordinates international sales in assigned geography.  Develops new customers and markets.  Assures customer satisfaction through problem identification and solving.  
Investigates new venture opportunities.  Involved in supply chain, special labels, packs, multiple languages issues, inventory issues, and allocated wines. 
 
JOB LEVEL:  Management 2 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 
69110, 69120, 69130 - SALES BUSINESS ANALYST 
 
PRIMARY DUTIES AND RESPONSIBILITIES:  Supports sales and assigned customers with consumer analysis/insights, though leadership, and innovative solutions.  Develops persuasive 
selling presentations using consumer research tools/data to increase/protect distribution, space, and display efforts.  Collaborates with Marketing and Finance to align goals, priorities 
and communications with field sales.  Use analytics and insights to achieve sales goals with focus on product assortment, merchandising, shelving, promotion and pricing.  Assess 
trends and identify key customer opportunities consistent with overall company strategies and brand marketing plans.  Conducts post-promotion analysis; quantifying impact to brands 
and category.  Responsible for visiting customers as needed and assist in conducting store audits. 
 
JOB LEVELING FACTORS:  Please refer to the Job Leveling Criteria on Pages 23 - 26 for standard details regarding Skills, Experience, Education and Supervision. 
 

Job   
Number Job Level Job Level Definition 

   
69110 Entry Performs specialized sales analyses and planning activities following product/brand or departmental guidelines, procedures and precedents in

support of various sales functions such as budgeting, auditing, financial planning, taxes and consolidations. 
   

69120 Intermediate Performs specialized sales analyses and planning activities, investigations, coordination requiring competence and specialized knowledge of
various sales/marketing functions such as financial planning, performance measured against sales quota, analyses business line of operation,
product placement. 

   
69130 Career Develops, interprets and implements highly complex sales analyses and planning activities, investigations, coordination requiring competence

and specialized knowledge of various sales/marketing functions such as financial planning, performance measured against sales quota, analyses
business line of operation, product placement. 
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