Job Description

Plant Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	Operations Manager

	Hire Date
	     

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

	Status
	


Scope:


A key management position within the manufacturing/production group, the Plant Manager works closely with both Sales Management and Management to ensure that operating standards and policies, as well as cost controls and service criteria are respected and practiced throughout the entire channel of the production process including delivery.

Summary:


Directs and coordinates activities concerned with the manufacturing of company product(s) by performing the following duties personally or through subordinate supervisors.

Essential Duties & Responsibilities:


• Confers with management, sales management, departmental management, production and customer service personnel to establish production and quality control standards, develop budget and cost controls, and to obtain data regarding job types, quantities, specifications, and delivery dates of products ordered.

• Plans and directs operations for press, bindery, quality inspection, passbooks, maintenance, ink and shipping activities and establishes production and manufacturing priorities for products in keeping with effective/efficient process and cost factors.

• Coordinates production activities with purchasing/procurement, maintenance, and quality control activities to obtain optimum production and utilization of human resources, machines, and equipment.

• Reviews and analyzes production, quality control, maintenance, and operational reports to determine causes of nonconformity with product specifications, and operating or production problems.

• Develops and implements operating methods and procedures designed to eliminate operating problems and improve product quality.

    
• Revises production schedules and priorities as result of equipment failure or operating problems.

    
• Consults with Management/Production personnel relative to modification of machines and equipment in 

order to improve production and quality of products.

• Conducts meetings to resolve or effect settlement of grievances and refers unresolved grievances for management union negotiations.

• Compiles statistics, stores and retrieves production data and measures performance on a monthly basis.

Supervisory Responsibilities:


Manages seven subordinate supervisors who supervise a total of approximately 70 employees in the Press Department, Bindery Department, Ink Department, Maintenance Department, Passbook Department and Shipping Department. Is responsible for the overall direction, coordination, and evaluation of these units. 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.

Education and/or Experience:


Bachelor's degree (B. A.) from four-year college or university; or five to six years related experience and/or training; or equivalent combination of education and experience.

Language Skills:


Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures and governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematic Skills:


Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry.

Reasoning Ability:


Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Work Environment:


While performing the duties of this job, the employee is frequently exposed to moving mechanical parts. The noise level in the work environment is usually moderate.

Other:


Due to the nature of this industry, the Plant Manager may be required to work additional hours, including weekends, from time to time – on an as needed basis.

	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



