Job Description

Quality/Resource Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	President/General Manager

	Hire Date
	     

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

	Status
	


Job Summary:


To manage THE COMPANY’S Quality systems and resource materials dedicated toward problem prevention and zero defect

Production Responsibilities:


Primary person in charge of:

1. Monitor and inspect jobs with special quality concerns at various stages of production and ensure concerns are communicated to each appropriate department (consult with V.P. Production).

         2. Investigate quality problems and respond to customers, sales reps, vendors.

Other specific responsibilities:

         1. Preview jobs to be certain they fit THE COMPANY’S's quality capabilities.

         2. Inspect, as time permits, work in progress throughout the plant.

3. Trouble shooting- assist in specific instances where immediate action will either prevent or solve a problem.

4. Productions systems and quality improvement suggestions to production departments (consult with V.P. Production).

         5. Consider methods, equipment, and materials to improve product quality.

Administrative Responsibilities:


Primary person in charge of:

1. Monitor "Quality Concerns" as originated by Sales, Estimating, or CSR's and then use as a tool to monitor critical jobs.

2. Analyze quality related problems as they occur and in retrospect. Coordinate with other managers and supervisors assisting in this regard.

         3. Oversee departmental systems for storing both running and training samples.

         4. Direct and monitor employee quality group ("Job Perfect").

         5. Publish quarterly customer newsletter (Presslines).

         6. Develop and maintain THE COMPANY’S Resource Manual.

         7. Develop and maintain Technical Information Sheets.

  Other specific responsibilities:

         1. Keep statistical data on monthly cost of errors, including persons involved.

         2. Develop a system and oversee the inspection of raw materials purchased by THE COMPANY.

         3. Attend supervisors and department meetings to regularly address Quality and new resources.

Management of Personnel Responsibilities:


General Responsibilities (shared with other managers):

1. Training (ASR Personnel)

2. Evaluations

3. Discipline

4. Hiring

5. Promotions

6. Grievances

7. Motivation and Morale

Other Responsibilities:


1. Meetings

2. Set Company Policy

. Planning and Goal Setting

4. Meet all expectations as outlined in the THE COMPANY’S Expectations of Managers and Supervisors.

5. Promote a safe, clean and healthy environment for all people. Encourage wellness.

Job Qualifications:


1. Excellent communication skills

2. Effective problem solver

3. Experience and knowledge of printing procedures

4. Dedicated to Quality consciousness

	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



