Job Description

Die Cutter


	Company Name
	

	Employee Name
	     

	Reports to: 
	Shifts Supervisor

	Hire Date
	     

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

	Status
	


Summary:


To cut quality paper efficiently with minimal waste in a safe manner.

Duties & Responsibilities:


1. Know and observe all safety rules.

2. Read and understand work order completely. Visually inspect all work order materials and specifications and report all problems to supervisor. Check paper and die against order.

   
3. When starting new order - Check all cuts for quality before continuing to cut.

   
4. Communicate effectively with all appropriate personnel.

   
5. Check floor and equipment continuously for hazards.

   
6. Clean and maintain press area.

   
7. Separate scrap.

   
8. Pull completed cuts from press.

   
9. Retrieve and put away dies.

  
10. Change and program PHP.

  
11. Set up and cut on straight knife.

  
12. Set up and cut with adjustable blades.

  
13. Accurate completion of all applicable paper for position.

  
14. Maintain quantity counts.

  
15. Run cut bands from skids and through chopper.

  
16. Level off double stack skids.

  
17. Replace skid tops and label on all skids of paper before returning to stock.

  
18. Monitor condition of dies and provide feedback when dies need to be sharpened.

19. Conduct random quality checks throughout job being cut.

Minimum Qualificiations:


Must possess strong mechanical aptitude and understanding of press operation. Ability to add, subtract, multiply and divide on a sixth grade level or higher. 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.

Ability to perform physical requirements of position: Lifting up to 50 pounds. The following activities are also required: reach (extending hands and arms in any direction), standing for long periods of time, walking (moving about to accomplish tasks), lifting (raising objects from a lower to a higher position or moving objects horizontally from position to position), grasping (applying pressure to an object with fingers and palm), and repetitive motion (substantial moving of arms, wrists, hands, and/or fingers) is required.

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.

   
1. Understand all safety rules and policies.

   
2. Ability to communicate verbally and in writing.

   
3. Able to program PHP.

   
4. Able to cut Litho Work.

   
5. Able to cut on the Straight Knife.

   
6. Able to read and use a ruler.

   
7. Able to add, subtract, multiply, and divide on at least a 6th grade level.

   
8. Good housekeeping skills.

   
9. Maintain equipment (check oil regularly).

  
10. Follow and understand quality guidelines.

  
11. Able to be cross trained.

  
12. Understand scrap segregation.

13. Operate forklift.

	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



