Job Description

General Manager - Production Control


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Summary:

Serves as a liaison between the sales and production functions, with overall responsibility for order entry, work planning and scheduling. Also oversees those involved in requisitioning outside materials and services directly chargeable to jobs and guarantees accuracy and quality of work done on the outside.

Job Duties & Responsibilities:


1. Responsible for efficient, on-schedule production of assigned account jobs.

2. Supervises customer service personnel.

3. Plans and directs the scheduling of production in the printing plant.

4. Works with estimating in devising layouts and production plans so that jobs are estimated according to the best possible work methods and processes.

The following pages will describe the details of the job duties and responsibilities.

• Plans and directs the scheduling of production in the printing plant. Ensures that all department supervisors have correct instructions and procedures. Directs the maintenance of schedules in the manufacturing of printing in each phase of production. Establishes delivery priorities.

• Supervises the planning of the printing processes, layouts, quality levels, materials; reviews purchasing procedures for direct supplies.

• Adjusts schedules in response to production problems; should be the only person with such authority, unless delegated to an assistant for scheduling.

• Assists in the development of manufacturing and printing objectives, policies, plans and programs.

• Administers production plans and programs. Maintains maximum plant productivity and quality control according to established standards.

• Correlates the activities of the printing plant departments as they relate to the production department.

• Ensures that all commitments to customers are planned and delivered effectively.

• Plans and recommends new equipment purchases for the department.

• Defines responsibilities and establishes effective standards of performance of subordinates. Communicates and interprets policies, programs and practices to them. Appraises their performance against responsibility and accountability factors.

• Recommends hiring, transfers, promotions, terminations, wage and salary adjustments of personnel reporting to him/her. Establishes and directs training and development programs for assigned personnel.

• Consults with department managers/supervisors/foremen when needed and keeps them informed of delivery dates.

• Ensures that all materials and supplies are available for each department's operation.

• Ensures that production meetings occur and participates in other meetings required by management.

• Reviews operating performance reports on a regular basis with supervisors.

• Conducts special projects as requested and works to reduce spoiled-work level.

• Reviews Author's Alterations, initiates purchase of outside services. Is responsible for the quality, accuracy and on time production of jobs.

• Performs other duties as requested.

TRAINING:

• Instructs others in proper production operations and procedures.

    
• Instructs on proper filing of paper work.

GENERAL:

• Communicates well with supervisors and subordinates.

    
• Orders materials as needed.

    
• Interprets instructions/Makes decisions.

    
• Supervises others.

    
• Performs the following safety responsibilities:

          

o Monitors work conditions.

          

o Demonstrates good safety attitude.

          

o Performs/maintains good housekeeping.

    
 Employee reliability (attendance, punctuality and remains at work station).

    
• Employee attitude (cooperation with co-workers and supervisors).

    
• Makes suggestions for operational or product improvements.

    
• Assists in job planning.
Job Requirements:



Extensive knowledge of all production processes, equipment, materials, products and personnel. Ability 


to plan and supervise effectively.

Minimum Qualifications:



College or technical degree and/or equivalent experience. 5+ years experience in printing production.

	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



