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Job Description


Title:  Night Shift Production Supervisor I
Reports to: Manufacturing Manager
Department: Optics Manufacturing
Classification: Exempt






Date: 9/30/18
Job Summary: Supervises production employees in a manufacturing environment on the night shifts: Assists in planning, assigning work, recommends/coordinates improvements in production methods, manufacturing equipment, operating procedures and working conditions.  

Essential Functions:

1. Implements effective employee relations activities; provides employee coaching and development. Makes employment decisions in consultation with Manufacturing Manager. Resolves employee issues through problem resolution in consultation with Human Resources.
2. Responsible to ensure employees safety, product quality, productivity, and positive employee morale to achieve acceptable results in all areas. Should focus on continuously improving in all areas.

3. Supervises departmental performance measures, including visual controls and provides regular progress reports to manager.
4. Plan, schedule, and coordinate shift activities to fulfill sales orders, meet inventory requirements, and deliver manufactured products in a timely fashion.
5. Supervise the activities of the production floor and follow established procedures and approved processes.
6. Must have a thorough knowledge of all manufacturing methods, techniques, and related equipment.
7. Hands-on supervision of production team of 4 to 10 operators on a 12-hour night shift. Schedule is normally scheduled as 3-on-4-off-4-on-3-off schedule. May be required to alter 12-hour shift periodically.
8. Dotted line supervision of maintenance and engineering technicians on assigned shift.

9. Lead continuous improvement activities and projects on assigned shift.

10. Conduct pass-down meetings with your team at the beginning of each shift to review product priorities and areas of focus.
11. Work closely with other managers, shift supervisors or leads to ensure shift pass-down or other issues are effectively communicated with those who need to know.

12. Participate on project teams to help implement new products/processes.
13. Other duties as assigned.
Supervisory Responsibilities:

1. Assist in interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems; identifying individual goals and targets; conducts recurring reviews and identifies opportunities for improvement of team members
Education and Experience:

1. Bachelor's degree, with engineering or business administration major and one year's experience in a manufacturing environment

2. Two years in a supervisory or managerial capacity.

3. Good organizational and analytical skills as well as an ability to motivate and communicate effectively with staff and other departments.

Competencies:

To perform the job successfully, an individual should demonstrate the following competencies to perform the essential functions of this position.

1. Ability to fit in and work well with all kinds and types of people.
2. Ability to manage multiple priorities and easily adapt to changing situations.
3. Strong leadership and interpersonal skills with excellent oral and written communication skills. Ability to read/write/speak English.
4. Ability to effectively understand and discuss engineering method, theory, and concepts – technical specifications, root cause evaluation, basic statistics, Six Sigma tools, etc.
5. Understanding of Lean/Continuous Improvement methodologies (waste, 5S, Kaizen, etc.).  Demonstrated ability to identify and drive basic process level improvements.
6. Must be computer literate, particular in shop floor control, production planning, and inventory control applications.
7. Demonstrate integrity.


Physical Demands:
How much on-the-job time is spent in the following physical activities? Show the amount of time by checking the appropriate boxes below

         






Amount of Time







         Under  1/3 To
       Over


 




  None
      1/3
        2/3        2/3   


Stand




|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Walk




|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Sit




|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Use hands to finger, handle, or feel
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Reach with hands and arms

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Climb or balance


|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Stoop, kneel, crouch, or crawl

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Talk or hear



|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Taste or smell



|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|
Does this job require that weight be lifted or force be exerted? If so, how much and how often?  Check the appropriate boxes below.






Amount of Time






  Under
1/3 To
      Over


 


  None
      1/3
        2/3        2/3   


Up to 10 pounds
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Up to 25 pounds
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Up to 50 pounds
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Up to 100 pounds
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


More than 100 pounds
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|
Does this job have any special vision requirements? Check all that apply.

 FORMCHECKBOX 
 Close vision (clear vision at 20 inches or less) 

 FORMCHECKBOX 
 Distance vision (clear vision at 20 feet or more) 

 FORMCHECKBOX 
 Color vision (ability to identify and distinguish colors) 

 FORMCHECKBOX 
 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)

 FORMCHECKBOX 
 Depth perception (three-dimensional vision, ability to judge distances and spatial relationships) 

 FORMCHECKBOX 
 Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus)

 FORMCHECKBOX 
 No special vision requirements. 

WORK ENVIRONMENT:  

How much exposure to the following environmental conditions does this job require? Show the amount of time by checking the appropriate boxes below.








Amount of Time








Under
1/3 To
      Over


 




  None
      1/3
        2/3        2/3   


Wet or humid conditions (non-weather)
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Work near moving mechanical parts
|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Work in high, precarious places

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Fumes or airborne particles

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Toxic or caustic chemicals

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Outdoor weather conditions

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Extreme cold (non-weather)

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Extreme heat (non-weather)

|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Risk of electrical shock


|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Work with explosives


|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Risk of radiation



|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|


Vibration



|__ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|___ FORMCHECKBOX 
__|__ FORMCHECKBOX 
__|















How much noise is typical for the work environment of this job?  Check the appropriate level below.

 FORMCHECKBOX 
 Very quiet (examples: forest trail, isolation booth for hearing test) 

 FORMCHECKBOX 
 Quiet (examples: library, private office) 

 FORMCHECKBOX 
 Moderate noise (examples: business office with computers and printers, light traffic) 

 FORMCHECKBOX 
 Loud (examples: metal can manufacturing department, large earth-moving equipment) 

 FORMCHECKBOX 
 Very loud (examples: jack hammer work, front row at rock concert) 
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