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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Production Manager
	Job Title:
	Production Manager 
	FLSA Status:
	

	Department:
	
	Reports To:
	Plant Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Directs overall production operations ensuring the achievement of production objectives at the lowest cost consistent with the company quality standards and customer delivery requirements. Organize and control release of production order documents to support the production schedule and provide administrative support to the production and planning staff.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

· Reviews production orders or schedules to ascertain product data such as types, quantities, and specifications of products and scheduled delivery dates in order to plan department operations.

· Plans production operations, establishing priorities and sequences for manufacturing products.

· Prepares operational schedules and coordinates manufacturing activities to ensure production and quality of products meets specifications.

· Reviews production and operating reports and resolves operational, manufacturing, and maintenance problems to ensure minimum costs and prevent operational delays.

· Inspects machines and equipment to ensure specific operational performance and optimum utilization.

· Develops or revises standard operational and working practices and observes workers to ensure compliance with standards.

· Compiles, stores, and retrieves production data.

· Prepare and maintain written correspondence. 

· Resolve problems and triage issues with guidance from the Plant Manager.

· Coordinate schedules for production staff and expedite any shortages.

· Coordinate all travel and seminar arrangements for production and planning staff through the Accounting Manager.

· Work closely with other areas of production on various assignments as necessary.

· Perform 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
Requires a bachelor's degree in production and operations management from a four-year college or university plus a minimum of five years progressively responsible related experience; or ten years progressively responsible related experience; or a combination of education and experience. Requires the ability to operate a computer, a variety of small hand tools and precision measuring devices, and standard office machines. Requires a general knowledge of company products and procedures. Requires a working knowledge of accounting methods and cost control procedures

Communication Skills

Must be able to communicate effectively with Plant Manager, Project Managers, Product Development, Manufacturing, Purchasing and most importantly, Production Planner.

Reasoning Ability

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of information furnished in written and oral form.

Physical Demands

The physical demands required of the position include prolonged sitting and walking, extended periods of computer use and keyboarding, and a normal range of hearing and vision.  

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.

Must be able to operate standard office equipment. 

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. While employee may occasionally go on noisy shop floor, most of the work if performed in a quiet office setting with normal temperatures and little to no exposure to shop floor hazards.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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