Job Description

Planner

	Company Name
	

	Employee Name
	     

	Reports to: 
	Planning & Scheduling Supervisor

	Hire Date
	     

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

	Status
	Exempt


Summary:

Plan new and reprint job titles according to customer specifications and materials for manufacturing, identifying each department’s specific duties to complete the job.

Essential Duties & Responsibilities:


1. Review customer specifications, copies and files and prepress materials to prepare work order and job tickets for manufacturing operations.

2. Determine most cost efficient method for printing and binding new titles according to customer bound book date request.

3. Review trim size, box size, roll size and margins to ensure job will proceed through the manufacturing process efficiently.

   
4. Enter established job ticket specifications into Primac.

   
5. Calculate and advise customers and internal manufacturing of stripping impositions and impositions for 

purchased components.

6. Communicate with customers, customer service personnel and sales representatives regarding job specifications and work-in-process.

   
7. Perform reprint planning as required.

   
8. Re-plan jobs requiring re-stripping.

   
9. Reconcile work order with job ticket and quote, ensuring that job is being produced in most efficient 

manner.

  
10. Create stripping impositions for outside compositors as needed.

  
11. Create cover and jacket layouts, insert impositions, ink card and ink proof requests for customers.

  
12. Create sample case and bulking dummy requests and case materials list for customer service and/or 

purchasing.

13. Review bluelines returned from customers for changes or issues.

  
14. Practice all job, department and company safety procedures.

15. Practice all job related ISO 9001 quality procedures.
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:

• High School Diploma or GED

    
• Intermediate PC skills to include knowledge of Excel and data entry skills

    
• In-depth knowledge of book manufacturing operations

• Understanding of impositions and layouts

Mathematical Skills:

Ability to add, subtract, multiply and divide all units of measure, whole numbers, common fractions and decimals. Ability to use a ruler.

Reasoning Ability:

Ability to make sound judgments regarding planning and customer satisfaction issues. 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 essential functions of the job the employee is required to sit for long periods of time. The employee is required to use hands and fingers for using computer, typing and writing. The employee is required to lift job containers that may weigh up to 35 lbs.

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 the job the employee is not exposed to moving mechanical parts, electricity, fumes or airborne particles. The noise level in the department does not require the use of 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



