Job Description

Designer

	Company Name
	

	Employee Name
	     

	Reports to: 
	Design/Estimating Manager

	Hire Date
	     

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

	Status
	


Position Summary:

Prepares product estimates based on "Request for Quotation" (RFQ). Assist with Special Materials Request (SMR’s) for orders. Provides backup support for Draftspersons responsibilities.

Duties & Responsibilities:


• Define product to be produced by the following:

          

o Interpret and clarify all specifications from RFQ

          

o Determine Client / Sales need

          

o Offer product alternatives where indicated

    
• Issue quotation (RFQ) / production estimates including:

o Application of mark-ups / margins as indicated for quotations, product description documents, and pricing.

          

o Determine total product costs based on material and labor costs.

          

o Forwarding quotation (RFQ) through approved channels to Sales force.

          

o Confirmation of specifications and pricing.

          

o Provide management with pricing and costing information.

• Assist with product layout, construction and packing including providing technical assistance and advise as needed.

    
• Resolve issues regarding production methods.

    
• Generate die drawings, die revisions and sketches for new or revised product by hand and by means of 

Computer Aided Design (CAD) system.

• Communicate regularly with Sales Executives / Clients / Purchasing personnel / Production Coordinators / Designers / Draftspersons / Outside Materials and Service suppliers.

• Manufacture Hand Made Samples (HMS) including all materials proprietary to product for client approval when required.

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

• All other duties as assigned by Design/Estimating Manager.

Qualifications:

• Minimum of High School Diploma or equivalent. Post-Secondary education preferred

    
• Previous computer aided drafting experience - preferably in Artios CAD

    
• Some experience with estimating and cost analysis

    
• Excellent math aptitude as well as knowledge of tolerances and machine/product specifications

    
• Familiar with computer systems for estimating, cost analysis, word processing, and spreadsheets

    
• Excellent communication skills


• Knowledge of the graphic arts and understanding of offset printing methods and characteristics is 


preferred

	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



