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	Sample Job Description


This is a sample job description shared by a member and reviewed by MRA as an example based on the laws in effect at the time it was reviewed.  MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this document 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 the company's own use -- No further transmission or electronic distribution of this material is permitted. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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	Sample Job Description Continued



Production Planner

SUMMARY OF POSITION:

Establishes, manages, reviews and maintains production schedules for assigned work centers to ensure that the master production schedule is being executed. Will analyze work center loads for effective capacity planning. Will also ensure accurate inventories by effectively addressing any labor reporting issues. Takes an active role in daily production meetings and sales and customer service inquiries. Maintains and reviews shop dispatch list ensuring completion of manufacturing to meet customer ship requirements. Will answer related inquiries for all levels of the organization. This position has a close working relationship with Operations, Product Engineering, and Accounting.  Guidance may be provided on possible sources of information and methods to complete tasks. Able to meet deadlines and exercise judgment regarding related items.

ESSENTIAL FUNCTIONS: 

1. Daily analysis, planning, and review of work center capacity based on requirements loaded by Sales and Master Scheduler.

2. Verify labor reporting accuracy. Pull resources from various levels to orchestrate effective resolution of root cause of any issues found.

3. Maintain and review dispatch lists targeting customer promise delivery dates.

4. Effective sequencing of jobs, processes and assignments to individual work centers or lines and providing interface between shop floor supervisor and Master Scheduler.

5. Review, communication and effective implementation of engineering changes as they relate to manufacturing production activities.

6. Communicate with customer service on status of sales orders and estimated completion.  Ensure information needed for labeling of finished goods is accurate and correct.

7. Attend daily production meeting. Communicate with various departments on any potential production issues or needs.

8. Implement material substitutions as needed, coordinating these with purchasing to ensure inventory accuracy.

9. Audit of inventory data as compared to packing slips from material receipts. Corrective action implementation based on issues found.

10. Maintain effective communications with internal customers regarding inventory accuracy, engineering changes, shop order closeouts, and labor reporting.

11. Establish and maintain work procedures and records for this positions job responsibility, as it relates to and in accordance with the quality system.

12. Maintain current knowledge for this position and within the work area through continuing education, subscriptions, certifications, and memberships.

13. Participate in related staff, team and/or task group meetings to ensure the continuous improvement of processes, methods, productivity and quality, while reducing costs. Participate in in-house training programs.

14. Ensure that all operations are within established guidelines and conform to health and safety standards.

15. Conduct a continuous study of internal processed and methods, research new technology and develop proposals for application of such technology for the purposes of cost reduction and process improvement.

16. Other duties as assigned or required.

EDUCATION AND EXPERIENCE:

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 (including physical) required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Requires a Bachelors Degree in business, operations management or similar field with 1 - 3 years directly related experience; or an Associate Degree with 4-7 years of progressively responsible, directly related experience; or a combination of education and experience equivalent to these. Accuracy is essential to this position. CPlM certification a plus.

Must possess the ability to read, analyze and interpret business and technical documents, flow charts, budget information, procedure manuals and so on; the ability to prepare required routine reports and correspondence; ability to communicate effectively with others, using skill and diplomacy and have the ability to work with all levels of the organization.

Requires the ability to work within established health, safety and quality guidelines and the ability to organize the workload and meet deadlines.

Must possess knowledge and experience in automated systems and terminology and the ability to develop and interpret related reports using spreadsheet, word processing and graphics software. Requires the ability to operate a variety of standard business machines, such as a computer and keyboard, a calculator, telephone, FAX, photocopier and so on.

Must possess the ability to add, subtract, multiply and divide, using whole numbers/decimals and the ability to apply concepts of business math to practical situations and dimensions to production.

Must possess the ability to apply common sense understanding to carry out detailed instructions furnished in written, oral or diagram format. Must possess strong knowledge, understanding and experience in various problem-solving and participatory management techniques.

SCOPE:

This position is responsible for making sure XYZ Company meets our customer delivery commits through effective utilization of dispatch lists, capacity planning and labor reporting. Little travel required.

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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