Job Description

Estimator/Planner

	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Purpose & Reporting Structure:

Under the direction of the Purchasing Manager, the Estimator/Planner is responsible for preparing estimates for all potential jobs, planning production requirements for all jobs and effectively communicating requirements and plans for all jobs, in accordance with company policies and procedures.

Essential Duties & Responsibilities:


• Prepare accurate and timely cost estimates for all potential jobs.

    
• Contact vendors to acquire component part pricing alternatives.

    
• Assist in closed job analysis. Analyze standards in estimating system and update when necessary.

    
• Review and make necessary changes to previously established jobs as required for reprinting. Confirm 

accuracy of dylux/proof books and update layouts for reprints.

    
• Plan production processes for new jobs.

    
• Serve as primary contact to manufacturing for job ticket. Communicate issues to various departments as 

needed.

    
• Prepare component requisitions.

    
• Participate in engineering meetings.

    
• Complete and maintain job ticket and all associated paperwork, records, documents, etc.

    
• Follow and comply with all safety and work rules and regulations. Maintain departmental housekeeping 


standards.

Marginal Job Functions:


• Refresh collation books.

    
• Review proofs.

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 an associate’s degree or two years of college and three to five years of related experience; or an equivalent combination of education and experience.

Language Skills:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to produce routine reports and correspondence. Ability to communicate effectively.

Mathematical Skills:

Ability to apply concepts of basic algebra and geometry.

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.

Other Skills & Abillities:

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

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 sit; use hands to finger, handle, or feel; and talk or hear. The employee frequently is required to stand and walk. The employee is occasionally required to reach with hands and arms and stoop, kneel, crouch, or crawl and use foot/feet to operate machine. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, color 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, fumes or airborne particles, toxic or caustic chemicals, and risk of electrical shock. 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



