Job Description

Director of Operations

	Company Name
	

	Employee Name
	     

	Reports to: 
	President

	Hire Date
	     

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

	Status
	


Position Summary:

Develop and manage processes and procedures to be used in manufacturing operations. Utilization of a Total Quality Management approach is necessary.

Duties & Responsibilities:


• Conduct studies of manufacturing operations, processes, materials and equipment to determine the most efficient way of performing various operations.

    
• Compile and analyze data and coordinate implementation of necessary changes.

    
• Prepare and submit engineering project reports to document assignments, progress and future plans.

    
• Evaluate production and material standards for control of labor, materials and workflow. Set up 

complete reporting and control systems in which standards will be used.

• Interface between customer/sales and manufacturing for the follow through operation involving different product lines.

    
• Promote operator skill enhancements and workplace improvements.

    
• Draft and maintain safety inspections throughout the Company, recommending and implementing 

changes when appropriate.

    
• Facilitate company safety committee.

    
• Ensure XXXXXXX complies with environmental regulations as required per City, State and Federal 

requirements.

• Communicate and delegate position responsibilities, duties, tasks, and plans to subordinates. Appraise performances of staff against position responsibilities, established goals, plans and similar standards. Train subordinates as required.

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

• All other duties as assigned by President.

Qualifications:

• BS in Engineering / Master’s Degree preferred

    
• Minimum 5 years successful industrial engineering experience in a manufacturing environment

    
• Experience utilizing Total Quality Management approach

    
• Knowledge of ISO 9001

    
• Experience with statistical measurement in analysis of process performance and capability

    
• Excellent verbal and written communication skills

    
• Computer literate

    
• Experience in electrical and PLC maintenance 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



