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JOB DESCRIPTION
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	 Job Title:  Supervisor – Printing & Distribution
	October 2001

	Department: Printing & Distribution
	FLSA Status:  Exempt

	Grade:  J18
	Job Code:  JE1263

	Summary: 

This position will plan, organize and direct the daily activities within the Printing & Distribution organization.  The employee will review production requirements and determine task assignments to ensure all products and services are delivered accurately and on-time.  The employee will also be responsible for overseeing staff development and facilitating process improvements within each area.  

 

	Principal Responsibilities 

· Directs the daily activities associated with the production areas to ensure staff is focused on assignments and production requirements.  Reviews and evaluates production requirements/schedules against staff skills and assigns tasks in a manner that ensures production schedules are met.
· Ensures that all department personnel are actively following established ISO procedures.  Reviews procedures with staff and other departments to ensure all procedures are current for the processes being performed.  Identifies appropriate changes and works through established processes for updating ISO procedures.
· Evaluates, prepares and presents staff performance evaluations. Completes employee training records and provides guidance, mentoring and opportunities for staff development. 
· Produces reports detailing operational performance measures for the specified production period.
· Facilitates and encourages departmental and inter-departmental process changes to improve quality and efficiency.  Involves others and shares information in a team-based environment.
· Interacts effectively with upstream and downstream customers.  Communicates effectively with others concerning departmental status.
· Coordinates repairs, maintenance and preventative maintenance as required to ensure optimal equipment uptime.
· Performs other duties as required.


	Quality Expectations: All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:

· Delivering a service that meets or exceeds the needs of the customers (internal and external).
· Delivering a service on-time with zero defects.
· Involving others and maintaining a teaming environment that reflects initiative, reliability, consistency, accuracy, thoroughness and pride.
· Adhering to established ISO 9001 procedures.  This includes a regular review of these procedures with the team to ensure their accuracy and understanding by all team members.


	Reporting Structure
To:  Manager, Distribution & Printing

Supervise:  Production Specialists, Production Staff (multiple position types).

Relationships: Purchasing, Marketing and Sales, FID, AvDocs, ESG, HR and external vendors.


	Required Knowledge/Skills/Abilities

· Excellent organizational, interpersonal and communication skills (verbal and written). 
· Excellent understanding of revision and fulfillment production processes.

· Ability to evaluate skills of production staff and assign tasks commensurate with employee skills.

· Ability to effectively deal with difficult situations and personalities to ensure that conflicts do not impact the overall performance of the team.

· Good understanding of computers and general office desktop applications (Windows, MS Office, etc…)

· Must be familiar with and support ISO production processes and the ISO Quality Management System.

· High School education or combination of training and experience.

· A minimum of one year of Distribution production experience or two years of outside production experience with at least one year of supervisory experience.



	Physical Dimensions

· Light manufacturing environment.




Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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