Job Description

Press Assistant II


	Company Name
	

	Employee Name
	     

	Reports to: 
	Press Supervisor and/or Direct Labor Manager

	Hire Date
	     

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

	Status
	


Job Duties/Responsibilities:

1. Maintain ISO 9001 standards by following the company's quality system and work instruction.

2. Stage necessary press components for work order activities to meet work order specifications of client requirements.

3. Expedite production needs to keep the presses in run mode.

4. Perform daily housekeeping in the production area. Assist press personal with press clean up.

5. Notify Press Manager of any substandard equipment or non-conformities.

6. Participate in special projects directed toward improving the Production Department relating to high productivity, quality, and cost-efficiency.

7. Participate in any projects or assignments as directed by Senior Management.
Specific Duties:


* Preparation of staging Jobs:

- Plate-mounting.

     
 - Pulling Roll Stock/Set-up Stock.

      
- Pulling Dies.

* Press change over:

     
 - Assist press operator in the clean up of the production area.

     
 - Put dies, cylinders, and press equipment in their assigned areas.

     
 - Place all roll stock and "RTS" in the staging areas.

* Press Assistants are to ensure that each of the following areas are cleaned on a daily basis:

    
  - Sink Area.

    
  - Lunch Room and Restrooms.

     
 - Q.C. Table.

     
 - Pre-Press Area

     
 - General Floor Area (swept daily and mopped on Wednesdays).
Daily Responsibilities:


1. Safety is a condition of employment. Understand and practice company's Safety Program as recorded in the Employee Handbook.

2. Understand and practice company's Upper level Quality manual and work instructions.

3. Participate in the resolution of all related issues or complaints using the Corrective Action System.

4. Keep updated on the Flexography industry's components of manufacturing.

5. Take note of work start, end and lunch. Sr. Management must authorize overtime before actually incurring.
Key Indicators of Performance:


1. Monthly plate mounting errors.

2. Average PIP press operator performance.

3. Value of damage equipment

4. All "Employee Counseling Statements" have been considered as training have resolved and past performance issues.

Physical Demands:


While performing the duties of this job, the employee is regularly required to use hands to finder, handle, or feel; reach with hands and arms; and talk or hear. The employee is required to stand for the entire shift and frequently is required to walk and sit. The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl. The employee must occasionally lift and /or move up to 50 pounds.

	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



