Job Description

Production Clerk

	Company Name
	

	Employee Name
	     

	Reports to: 
	Director of Operations

	Hire Date
	     

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

	Status
	


Position Summary:

Schedules production workflow manually (utilizing a computer list) to enable XXXXXX to meet the customer’s delivery requirements.

Duties & Responsibilities:


• Data enter into a computer spreadsheet all information from the job envelope necessary for production. Sets the flow of the job throughout production including dates and equipment demands.

    
• Update schedules daily, adding new items and adjusting existing jobs.

    
• Advise department leadership of the manning requirements necessary to meet the schedule requirements 

and reviews with them on a regular basis.

    
• Order dies, meets with die vendors.

    
• Serve as the primary backup for production timekeeping when necessary.

    
• Work as part of a team and participate in XXXXXX’s Total Quality Management efforts.

• All other duties as assigned by the Director of Operations

Qualifications:

• Minimum of High School Diploma or equivalent/Associate Degree preferred

    
• Minimum of 3 years similar work scheduling jobs for manufacturing

    
• Knowledge of printing/manufacturing process is highly desirable

    
• Ability to prioritize and handle multiple tasks

    
• Computer literate

    
• Excellent math skills

	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



