[image: image1.jpg]WILBERT
plastic services



              Job Description Form

Job Title:  Production Supervisor



Department: Molding
Location:  __Lebanon__

 






Date Released: DEC 2012

 FORMCHECKBOX 
  Hourly    FORMCHECKBOX 
  Salaried     
Exempt:   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No


I. DUTIES AND RESPONSIBILITIES  

· Interprets Wilbert Plastic Services policies and procedures to all employees and enforces safety regulations.

· Examines materials and products at various stages of processing for conformance to specifications.

· Observes machines, secondary equipment, and automation for malfunction and orders adjustments, repair, and or directs workers to make adjustments or repairs.

· Reviews production schedules and determines resource needs and makes appropriate adjustments in resource allocation as schedule dictates.
· Recommends measures to improve production methods, equipment performance, and quality of product.

· Suggests changes in working conditions and use of equipment to increase efficiency of production or employees.

· Responsible for meeting and or exceeding daily housekeeping / organizational, 5’s expectations. 
· Responsible for ensuring that all direct reports maintain neat and organized work areas including molding machines, secondary equipment, storage areas, work areas, personal equipment, floor cleanliness, and including meeting 5’s standards.
· Monitors hourly production rate across facility and ensures measures are taken to meet standard productions goals and objectives.

· Monitors hourly scrap rate across facility and ensures measures are taken to meet company scrap goals and objectives.
· Gives and/or organizes break schedule for Team Leaders, and Relief Operators.
· Analyzes and resolves work problems, or assists workers in solving work problems.

· Works in conjunction with Quality Department and other resource groups as required to provide problem solving, corrective actions, and or containment support to internal / external quality concerns.

· Maintains production records per management requirements.

· Issue warnings for attendance, disciplinary actions, and quality problems.

· Fills out shift report/summary at end of shift and reviews for accuracy prior to final submittal.
· Responsible for meeting overall shift / company metrics goals and objectives. (Productivity, Utilization, OEE, Scrap, Cycle Times, Cavitation, PPM, Delivery, Safety)
· Document and initiate corrective action for tooling or equipment deficiencies to allow corrective action to be implemented.

· Confers with other supervisors to coordinate activities of individual departments.

· Fill in as needed to cover for other Molding Supervisors for absenteeism and vacation coverage.

· Perform LAP’s as defined. Update and continuously check all appropriate documentation, standard operating procedures and logs. Maintain compliance with quality standards.

· Supervises trains and evaluates full time and temporary employees. 
· Works with Human Resources to conduct job interviews for new employees.
· Ensure daily staffing requirements are achieved in all required departments of responsibility. 
· Ensures all scheduled overtime is documented and properly approved per company policies and procedures. 

· Attend all scheduled classes / training offered by the Company.
· Maintains a continuous focus on scrap reduction and improved product quality.  Work with Process Engineering, and Maintenance as needed to achieve desired results.

· Ensure that press cycles are being maintained, notify Processors and document inconsistent or over cycle processes.

· Works with all necessary resource groups to maintain 100% on time delivery to all WPS Customers.

· Performs ANY and ALL duties as directed by Operations Manager to achieve maximum plant performance.

II. SUPERVISORY RESPONSIBILITIES

The Production Supervisor supervises the following team members on respective shift - Team Leaders, Relief Operators, Machine Operators, Process Technicians, Mold Setters, and Material Handlers. Supervises and coordinates activities of employees engaged in molding of plastic components, operating and maintaining injection mold machines. 
III. EDUCATIONAL AND OTHER SKILL REQUIREMENTS 
High School Diploma with 3-5 years applicable experience or Associates degree with 2-3 years applicable experience in a manufacturing environment or equivalent in experience and education required.
Must demonstrate leadership skills and have interpersonal skills/demeanor to motivate the staff and build trust with the workforce.
Other requirements:

Patience

Good verbal and written communication skills

Organization

Regular and reliable attendance and punctuality

Ability to engage in shift work
IV.        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 frequently required to stand.  The employee is 
occasionally required to walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or 
balance; stoop, kneel, crouch, or crawl; and talk or hear.  The employee must occasionally lift and/or move 
up to 50 pounds.  Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception, and ability to adjust focus.
V. WORKING CONDITIONS AND 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.

Work Environment - indoors in plastic manufacturing factory.

While performing the duties of this job, the employee is regularly exposed to moving mechanical parts.  The 
employee is occasionally exposed to fumes or airborne particles, toxic or caustic chemicals, and risk of 
electrical shock.  The noise level in the work environment is usually moderate.

*The above job description is a broadly based description and is not intended to contain all specifics of a particular job.  This description is not a contract for employment.  It does not include all aspects of the position such as potential duties assigned by supervisors with the requirement for flexibility in helping others for the company’s overall benefit.

Physical Demands: Check the appropriate box to indicate physical demands for this job. 
	Amount of Time spent:

	
	None
	Amount up to 1/3 
	1/3 to 2/3
	More than 2/3

	Stand
	          
	
	X
	

	Walk
	
	
	X
	

	Sit
	
	
	X
	

	Climb or balance
	
	X
	
	

	Stoop, kneel, couch, or crawl
	
	X
	
	

	Push, Pull
	
	X
	
	

	Reach with hands and arms
	
	X
	
	

	Bend, twist, squat
	
	X
	
	


	Does this job require the use of:


	
	None
	Amount up to 1/3 
	1/3 to 2/3
	More than 2/3

	Use of ladders
	
	X
	
	

	Stairs, climbing
	
	X
	
	

	Work on platforms
	
	X
	
	


	Lifting / how much how often:

	
	None
	Amount up to 1/3 
	1/3 to 2/3
	More than 2/3

	Up to 10 pounds
	
	
	X
	

	Up to 25 pounds
	
	X
	
	

	Up to 50 pounds
	
	X
	
	

	Up to 100 pounds
	X
	
	
	

	More than 100 pounds
	X
	
	
	


	Does this job require the ability to use: 

	
	None
	Amount up to 1/3 
	1/3 to 2/3
	More than 2/3

	Power tools
	
	X
	
	

	Manufacturing equipment
	
	X
	
	

	Use of personal protective equipment (PPE)
	
	
	X
	

	Fine manipulation
	
	X
	
	

	Office Equipment:  
	
	
	X
	

	Typing/Keyboarding/Data Entry
	
	
	X
	

	Computer / Calculator
	
	
	X
	

	Other Specify
	X
	
	
	


	Does this job require reliable attendance and punctuality?                     Yes                                    No

	Does this job require shift work?                                                       Yes                                   No

	What is the amount of Travel required for this job?

	Less than 25%
	   25%-50%
	   50%-75%
	   75%-100%
	

	     X
	
	
	
	

	Does this job require mobile equipment certification?                         Yes               No  

	       


Working Conditions: Check as needed:  Specify additional conditions if needed
	
	Very quiet

(Forest trail)
	Quiet

 (library/private office)
	Moderate noise

(business office)
	Loud noise

(metal manufacturing )
	Very Loud Noise 

(jack hammer)

	Noise  Levels
	
	
	X
	
	

	
	Extreme cold

 (non weather) 
	Extreme Heat

 (non weather)
	 Moderate temperature
	Severe hot weather 
	Severe cold weather 

	Temperature
	
	
	X
	
	

	         Note:               If employee will be working in extreme heat, then must meet the requirements of the Heat Stress Medical Evaluation

	
	Ability to Adjust Focus (ability to adjust the eye to bring an object into sharp focus)
	Close Vision (clear vision at 20 inches or less)
	Distance Vision (clear vision at 20 feet or more)
	Color Vision (ability to identify and distinguish colors)
	Peripheral Vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)
	Depth Perception (three-dimensional vision, ability to judge distances and spatial relationships)

	Visual Acuity
	X
	X
	X
	X
	X
	X
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