Job Description

Manufacturing Supervisor

	Company Name
	

	Employee Name
	     

	Reports to: 
	Pressroom Department Manager

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Exempt


Purpose:

To work in an effective and supportive manner with shift members to manage and coordinate daily operations and continuous improvement.

Essential Duties & Responsibilities:


Customer Service

• Works to insure department members understand both internal and external customer expectations and regularly measures performance to those expectations.


• Works closely with CSRs to understand customer expectations and build stronger relationships with our 


customers.

Continuous Improvement

• Leads the shift's continuous improvement process through the facilitation of effective employee participation.

• Identifies accomplishments needed both short term and long term, establishes realistic goals and objectives, prioritizes, and coordinates the required resources to enable their attainment.

• Monitors critical performance measures for the shift and the department as they pertain to customer satisfaction, quality and cost control.

• Participates enthusiastically in the organization’s continuous improvement initiatives.

Human Resource Development

• Gives sincere, helpful feedback soon after well-below or above-expected performance levels.

• Leads the process of setting and communicating performance standards with employees.

• Evaluates employee performance and provides ongoing performance feedback based on measurable behavior and results for direct reports. Insures same is accomplished for all department employees.

• Encourages continuous development of employees through the design and implementation of appropriate training plans.

• Delegates projects when appropriate providing developmental and growth opportunities for others in the departments.

• Facilitates and fosters a cooperative environment that leads to a cohesive and productive work unit.


• Responds with action to employee complaints and concerns, whenever possible.

Technical Expertise

• Displays and continues development of a thorough knowledge of the offset printing and finishing process.

• Stays up to date with technical developments related to the departments.


• Communicates technical information and provides training to employees both inside and outside of the 


department.

Supervisory Responsibilities:

Directly supervises 10 employees in the Prepress, Pressroom and Finishing. Carries out supervisory 

responsibilities in accordance with the organization's policies and applicable laws. Responsibilities 

include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising 

performance; rewarding and disciplining employees; addressing complaints and resolving problems.
Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:

High school diploma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience.

Language Skills:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of organization.

Mathematical Skills:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability:

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

Physical Demands:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to stoop, kneel, crouch, or crawl. The employee is occasionally required to sit, climb or balance, and taste or smell. The employee must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 pounds, and occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, and depth perception.

Work Environment:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly exposed to moving mechanical parts, risk of electrical shock, and vibration. The employee is frequently exposed to fumes or airborne particles. The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; and toxic or caustic chemicals. The noise level in the work environment is usually loud.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



