Job Description

Job Planner II

	Company Name
	

	Employee Name
	     

	Reports to: 
	Production Control Manager

	Hire Date
	     

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

	Status
	Exempt


Summary:

Insure the needs of external and internal customers are attained by developing production plans and/or coordinating jobs directly with customers, which maximize value by consideration of cost, cycle time, practicality and available resources.

Essential Duties & Responsibilities:


Job Planning

Desired result: Provides job plans in a format that is both accurate and organized so that questions and confusion related to the plans is avoided. This is accomplished primarily by:

• Examining art, samples, layouts and dummies supplied by the customer or vendor to be sure the information provided enables successful manufacture of the product.

• Supplying clear, understandable job layouts, tickets, purchase orders, etc.

• Calculating production times after considering factors such as size, quantity, paper stock, art, and number of colors, and outside service/finishing requirements

• Coordinating the manufacturing of jobs with outside service suppliers after negotiating pricing and scheduling of materials. Visit outside vendors facilities to review the manufacturing of jobs.

• Working closely with managers, supervisors, and production personnel to develop, review and/or confirm information regarding various manufacturing plans.

Cost Control

Desired result: Meet or exceed customer expectations while minimizing costs incurred both externally and internally. This is accomplished primarily by:

• Analyzing the cost effectiveness of various manufacturing workflows.

• Evaluating pricing from outside vendors to insure they are fair with respect to the market price of services provided; especially when sending out work we are capable of doing.

    
• Actively participating in identifying new outside vendors with capabilities that exceed or meet current s
upplier capability.

Process Improvement

Desired result: Actively participate in the improvement of the job planning process to enable faster, more accurate transfer of information throughout the organization. This is accomplished primarily by:

• Working closely with managers, supervisors, and production personnel to develop, review and/or confirm new, improved planning and manufacturing methods.


• Following up on jobs to evaluate why they performed better or worse than planned and incorporate the 


knowledge gained from this evaluation into the estimating/planning processes.
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 general education degree (GED); and at least three years of estimating or planning experience in the printing industry. A college degree and/or courses related to Graphic Arts would be a plus.

Interpersonal Skills:

Ability to meet and deal with people easily in a forthright but diplomatic manner. Ability to deal with internal and external customer requests in a responsive and timely manner.

Language Skills:

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

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 draw and interpret bar graphs.

Computer Skills:

Must possess a working knowledge and the ability to use a computer or the aptitude to quickly learn and apply learned skills.

Reasoning Ability:

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

Certificates, Licenses and Registrations:


A Valid Driver's License. 

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 this job, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to sit. The employee is occasionally required to stand and walk. 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 duties of this job, the employee is occasionally exposed to moving mechanical parts and fumes or airborne particles. The noise level in the work environment is usually moderate.

	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



