Job Description

Team Leader


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Essential Duties and Responsibilities:


* Analyze all aspects of each job based on information from the job jacket; develop plan to execute job, ensure job ticket instructions and specific process work instructions are completed correctly. Take corrective action as necessary.

* Set up, clean up and perform routine maintenance on a variety of printing and finishing equipment.

* Communicate job requirements to appropriate personnel at start and/or end of shift.

* Troubleshoot machine problems on a routine basis.

* Perform general housekeeping duties in work areas.

* Maintain a safe work environment for self and other employees when operating equipment and/or performing job functions.

* Assist in developing and maintaining schedules according to customer needs.

* Anticipate needs of equipment in the variable print area.

* Provide oversight, coaching and guidance for other variable print production employees.

* Coordinate supply stocks and ordering with Department Manager.

* Assist Department Manager with supervisory responsibilities including but not limited to performance reviews, process improvements, staffing decisions, training, production schedules, developing work flow and instructions, and other duties as assigned.

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 the essential functions.

Education and/or Experience:


* Minimum high school graduate or GED.

* Specific knowledge of printing, graphic arts and the variable print workflow gained either through formal study or job experience.

* Minimum of six years in the operation of duplicator presses, cutters, direct to plate systems and other miscellaneous equipment.

* Good written and oral communication skills.

* Ability to read and understand job jackets, proofs and all other job related paperwork.

* Good decision making skills and willing to assume responsibility for the work produced.

* Keep confidential matters confidential.

* Must be dependable and have the ability to pre-plan.

Physical Demands:


Must be physically able to stand for up to twelve hours, lift up to 50 lbs. and work required overtime.

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.

	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



