Job Description

Quality Facilitator


	Company Name
	

	Employee Name
	     

	Reports to: 
	Plant Manager

	Hire Date
	     

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

	Status
	Exempt


Job Summary:

Develop and direct the company’s ISO Quality Program and the quality systems; manage the staff in providing quality samples and F&G’s where required; direct quality inspectors in the inspection of work in process and delivery of quality folded and gathered signatures and samples.

Essential Duties and Responsibilities:


ISO Quality Program - Manage, coordinate and direct plant wide quality initiatives and the ISO Quality Program. Specific responsibilities include:

1. Lead daily Materials Review Board (MRB) meetings.

2. Coordinate the development and implementation of the ISO Quality System.

3. Act as management representative for the ISO Quality System.

4. Develop and administer quality system and internal audit program.

5. Perform lead auditor function during internal audits.

6. Coordinate and facilitate external surveillance and certification audits.

7. Develop and administer nonconforming product procedures.

8. Collect, analyze and present statistical data for quality management review meetings.

9. Train new hires and newly promoted employees in the quality policy and quality plan.

10. Assist management with troubleshooting quality issues, identifying solutions and developing process improvements.

11. Supervise the F&G Handler and Sample Makers, assuring that all sample materials forwarded to customers meet or exceeds quality standards.

Work In Process Inspection and Samples – Direct quality inspectors in the inspection of bindery and pressroom work in process as well as delivery of quality folded and gathered signatures and sample books to internal and external customers.

Process Improvement: Lead personnel in the identification, development and implementation of process improvements within the department. Specific responsibilities include:

1. Monitor critical performance measures to identify process improvement opportunities.

2. Engage employees in the recognition of process improvement opportunities, development of solutions and implementation of improved processes.

3. Ensures all new process improvements are properly documented, inserted into the ISO system and communicated to employees.

Labor Utilization: Manage the daily scheduling and assignment of employees to ensure appropriate crewing levels and skills. Specific responsibilities include:

1. Communicate established work schedules and/or schedule changes to all direct reports in a timely manner.

2. Assign employee overtime in a fair and equitable manner

Employee Performance & Development: Guide the continuous development of employees through goal setting and implementation of appropriate training plans. Specific responsibilities include:

1. Evaluate employee performance via semi-annual or annual performance appraisals in an objective, constructive and timely manner.

2. Provide immediate constructive feedback to employees who exhibit below expected behaviors or performance and reward above expected behavior or performance with verbal or written recognition.

3. Set improvement goals and provide employees with appropriate tools and opportunities to achieve the goals.

4. Identify employee career paths within the department or company and develop and implement training plans.

5. Develop leadership and coaching skills in lead operators and other employees who direct the work activities of others.

6. Actively identify, solve and document employee performance or behavioral issues, including attendance that require disciplinary action in concurrence with the Human Resources Department.

Training: Implement and manage individual employee training plans for new and existing quality employees and perform quality orientation training for newly hired employees. Specific responsibilities include:

1. Communicate job expectations to new employees

2. Provide new quality employees with a departmental orientation within the first few days of employment.

3. Develop goals and action plans for individual employees based on learning opportunities identified in the formal performance appraisal process and career path.

4. Deliver all safety-related training to new employees as well as employees transferring to new positions within the department.

5. Deliver job and department specific ISO procedure training to all employees upon hire, transfer to different position or procedure revisions.

6. Deliver quality policy training as part of the new employee orientation program. 

Policy and Procedure Compliance: Perform supervisory responsibilities in accordance with the company’s policies, procedures and applicable laws. Specific responsibilities include:

1. Participate in the interview and selection process of new employees.

2. Complete and deliver position requisitions to the Human Resources Department in a timely manner.

3. Report employee complaints that would fall under the company’s Harassment and related policies to the Human Resources Department immediately.

4. Report employee attendance occurrences to the Human Resources Department in a fair and timely manner.

5. Immediately inform the Human Resources Department of personal illness or family illness requests or absences so that the employee may be notified in the required manner of their rights under the company’s leave of absence or other related policies.

Safety: Ensure the safety and security of employees while at the workplace. Specific responsibilities include:

1. Identify and correct any unsafe acts or conditions witnessed within the department and the company.

2. Report all work place injuries to the Human Resources Department immediately.

3. Ensure all required machine guarding, safety devices and personal protective equipment are in use at all times.

4. Ensure all OSHA required and company required safety documents and procedures are in place and in compliance at all times.

5. Ensure employees are properly trained in all OSHA and company required procedures as follows:

         1. Job specific safety rules & procedures

         2. Departmental safety rules & procedures

         3. Job specific and department specific Material Safety Data Sheets

         4. Lockout/Tagout rules and procedures

         5. Accident reporting procedures

         6. Emergency Response Plan

         7. Powered truck operation (if applicable)

Technical Knowledge: Maintain professional and technical knowledge through workshops, industry or management publications and networking.

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:


* Business or graphic arts degree or equivalent training and experience

* Intermediate computer skills including e-mail, Word, spreadsheet usage and analysis and Microsoft Power Point.

* Quality Management experience and ISO Internal Auditor training

Language Skills:


Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations and ISO documentation requirements. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from managers, employees and customers. Ability to effectively communicate verbally with employees.
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 interpret graphs and charts.

Reasoning Ability:


Ability to solve practical problems and deal with a variety of concrete variables. Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.

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 the job, the employee is regularly required to talk and hear. The employee frequently is required to stand. The employee is occasionally required to walk, sit, use hands to write or type, reach with hands and arms, climb or balance, stoop, kneel, crouch or crawl. The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

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 essential functions of this job, the employee is not regularly exposed to moving mechanical parts, fumes and airborne particles. The noise level in some departments requires hearing protection..

	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



