Job Description

Engineering & Maintenance Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	Director, Manufacturing

	Hire Date
	     

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

	Status
	


Purpose of Position:


Direct Corporate Manufacturing, Equipment Engineering and Maintenance Operations.

The incumbent is responsible for achieving XXXXXXXX strategic and tactical objectives for all Manufacturing, Equipment Engineering, Maintenance functions and products and services needed to operate ongoing operations of both domestic and international manufacturing plants.

Functional Responsibilities:


1. Manage and be responsible for all people and their activities in the Electrical Maintenance.

2. Develop, implement and maintain preventive/predictive maintenance programs for the Operations plant and equipment.

         
3. Maintain effective liaison with outside suppliers, vendors, equipment manufacturers and contractors.

         
4. Develop, fabricate parts, modify and make operational equipment for Industrial and International 

Operations.

         
5. Establish priorities and completion dates for projects.

         
6. Effectively schedule and man project work to ensure that targeted completion dates are met.

         
7. Develop departmental budgets and operate within approved budget allocations.

         
8. Develop, implement and maintain an adequate inventory of parts and material to meet the of the (name 

of location) Operations

         
9. Maintain a safe and clean work environment in areas of responsibility.

        
10. Develop and recommend strategies to meet present and future requirements in all areas of 

responsibility.

11. Ensure that work performed by outside service personnel and machine shops meet the specifications indicated in contract or purchase order.

12. Must know and follow ISO-9000 and TQM procedures associated with the position.

Managerial Responsibilities:


1. Planning/Communicating

            

• Clarify responsibilities

• Evaluate capabilities and opportunities

            

• Formulate objectives 

• Plan and schedule programs and projects

            

• Recommend budgets 


         
2. Executing/Operating

            

• Delegate responsibility 
• Select and train subordinates

            

• Maintain morale of subordinates 
• Recommend wage or salary adjustments

            

• Direct and supervise activities 


3. Measuring/Controlling

            

• Control expenditures 

• Measure progress

• Review performance of subordinates 
• Report results and unusual situations to immediate supervisor

Relationship Responsibilities:


1. Report to: Director, Manufacturing

         
2. Supervisor:

                
• Team Leaders

                
• Leadmen

                
• Skilled Tradesmen

         
3. Coordinate with (major areas of internal liaison):

Corporate Manufacturing Personnel, Pre-Press, Purchasing, Human Resources, Financial Resources, Facilities Manager, R&D and International Plant Personnel.

         
4. External relations (special outside liaison):

•  Suppliers (domestic and international), vendors, equipment manufacturers and outside machine shops.

•  Customers, Sales Force, Representatives of Service Providers, other distribution centers.

Decision-Making Responsibilities:


1. Supervise:

            

• Mechanical Equipment Maintenance

            

• Electrical Equipment Maintenance

         
2. Decide:

            

• Equipment Performance Levels

           

• Inventory Levels for parts and supplies

            

• Scheduling and Manning for Projects

            

• Preventive Maintenance Cycles

         
3. Recommend:

            

• Hourly pay increases

            

• Cost reduction methods

            

• Budgets and manning

            

• Equipment purchases

            

• Capital equipment

            

• Major equipment modifications

            
• Improvements in Manufacturing Process and Quality

Qualifications:


Education

         
1. Mechanical, Electrical Engineering Degree or Business Management Degree.

Experience

         
1. Five to ten years experience in printing plant maintenance and manufacturing.

         
2. Basic computer knowledge.

         
3. Outside machining experience.

Skills

1. Must have good interpersonal skills to work with peers in manufacturing, outside contractors and 

vendors.

         
2. Should be highly motivated and capable of taking initiative to react to emergencies when called upon.

         
3. Exceptional organizing skills.

4. Analytical and problem solving ability a prerequisite.
	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



