Job Description

Operations Manager

	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Purpose and Reporting Structure:

Under the direction of the Vice President of Manufacturing, the Operations Manager manages the manufacturing processes in the Press, Post Press, Shipping/Receiving and Maintenance departments in a manner that maximizes productivity, meets scheduling requirements and minimizes cost; in accordance with company policies and procedures.

Essential Duties & Responsibilities:


• Prioritize, schedule and delegate work assignments directly supervise the Press, Post Press, Shipping/Receiving and Maintenance functions to ensure maximum productivity, scheduling requirements are met at the minimum cost.

• Study, document, control and improve all manufacturing processes and procedures to achieve maximum productivity, minimum cost and scheduling requirements. Ensure documentation is easily understood.

    
• Direct Press, Post Press, Shipping/Receiving and Maintenance supervisors and managers.

    
• Maintain budgetary goals.

    
• Manage manufacturing equipment through maintenance of existing equipment, establishing new 

equipment requirements, installation of new equipment, etc.

    
• Establish and maintain a quality assurance system.

    
• Determine performance standards. Ensure employees’ understanding and compliance with performance 

standards through establishment of accountability for work.

    
• Manage all engineering projects.

    
• Ensure completion of all required paperwork, records, documents, etc.

    
• Ensure all safety and work rules and regulations are followed. Ensure departmental housekeeping 


standards.

Marginal Job Functions:


• Conduct meetings.

    
• Facilitate teams.

    
• Give presentations.

    
• Participate in capital budgeting.

• Develop staff skills by conducting appropriate training.

Supervisory Responsibilities:

Carry out supervisory responsibilities in accordance with the organization's policies and applicable laws. 

Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing 

work; appraising performance; addressing complaints and resolving problems.
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 essential functions.

Education and/or Experience:

Requires a bachelor’s degree and seven to ten years of related experience; or an equivalent combination of education and experience.

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 calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry.

Reasoning Ability:

Ability to solve practical problems and deal with a variety of variables in situations where only limited or no standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Other Skills and Abilities:

Requires the ability to operate a wide variety of standard office equipment, such as a computer and keyboard, a calculator, telephone, FAX, photocopier, etc. Ability to use densitometer, loop and ruler.

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 frequently required to use hands to finger, handle, or feel and talk or hear. The employee is occasionally required to stand, walk, and sit. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, color vision, 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, fumes or airborne particles, toxic or caustic chemicals, and risk of electrical shock. The noise level in the work environment is usually loud. Work related travel is occasionally required.

	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



