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JOB DESCRIPTION

3/16/2016
JOB TITLE: 
Shift Supervisor

REPORTS TO: 
Production Manager
PAY CLASSIFICATION: Salaried Exempt

EMPLOYMENT QUALIFICATIONS: At a minimum, must have a high school diploma with 2-3 years of manufacturing experience.  Have excellent human relations and English language communications skills (both oral and written).  Must have an excellent understanding of word processing, spreadsheets, and/or graphics. Must be a strong team player and have good ability for coordinating work requirements with others.  Willingness to work flexible hours as may be required to properly perform the assigned job duties.  Have the ability to respond to emergency situations and have flexibility to adjust to changes in operations.  Be decisive and thorough.  Unreserved compliance with Company policies, work rules and safety rules and regulations, is required.

PRINCIPAL DUTIES AND RESPONSIBILITIES: Is responsible for maintaining the general schedule, personnel issues, housekeeping of the machines, and for generating production output.


ESSENTIAL FUNCTIONS: 

· Ensures that safety rules are complied with, and that common sense safety practices are followed.

· Conducts visual checks on the machines to accurately troubleshoot any problems or repairs.

· Completes and monitors production downtime reports, utilization and housekeeping forms, and quality process forms.

· Ensures that all production workers are using proper safety equipment.

· Requests production packages for the orders that run on the machines. 

· Supervises Department personnel, encourages, motivates, coaches, answers questions, and assists with problems solving.

· Completes hourly employee Evaluations.  Counsels employees about their performance.

· Remains current with Company policies, communicates, and interprets them for employees and provides appropriate corrective actions for non-compliance.

· Is responsible for, training, planning, assigning, and directing employees.  

OTHER JOB FUNCTIONS:

· Accepts responsibility for the completeness and accuracy of all information generated and/or furnished.

· Strives to be a good team member and to promote team effort.

· Maintains good housekeeping in their work area.

· Other duties as assigned, inside or outside the normal work area or department.

