Job Description

Manager, Corporate Production Quality System


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Summary:

Primary duty is to manage a work group of product quality employees. Customarily and regularly supervises two or more full-time individual contributors. Develops operating procedures and auditing practices for manufacturing departments. Coordinates testing activity with vendors on new materials and develops specifications for new materials selected. Coordinates paper mill and ink supplier reviews and manages mill technical activity between plants. Manages and coordinates activity in the implementation of the Quality Inspection Process. Direct the activities of the Material Manager and Paper Coordinator. Reports to Vice President and General Manager.
Production Responsibilities:


1. Responsible for the product Quality Assurance of all books produced at (division) including administration of inspection procedures, disposition procedures, statistical process control procedures, coordination of customer complaint reviews and quality issues.

2. Interfaces with management in both plants to review quality results on a weekly basis. Prepares action plans and improvement to manufacturing departments.

3. Validates conclusions and recommendations from data collecting and testing activity of new materials. Develops specifications for new materials selected.

4. Fosters positive relationships with all vendors/suppliers. Coordinates paper mill and ink supplier reviews.

5. Manages and coordinates the implementation of the policy and procedures manual throughout the company. Manages the maintenance of these manuals once implemented.

6. Design and recommended systems to administer procedures that ties accountability to manufacturing employees’ job performance, specifically quality, efficiency and waste standards.

7. Manages paper inventory through the activities of the Material Manager and Paper Coordinator.

8. Performs administrative duties relating to the supervision of subordinates including the maintenance of time reporting, attendance and personnel records, resolution of disciplinary problems, and performance evaluations.

9. Has ultimate authority to terminate employees under his or her supervision.

	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



