
Position Description
	Job Title:   PRODUCTION SUPERVISOR
	Pay Grade:##
	FLSA Status: Exempt 

	Reports to:  OPERATIONS MANAGER
	Level:  ##
	Date: 10/16/2018


	GENERAL PURPOSE


The Production Supervisor is responsible for managing and supervising the day-to-day activities in a given department within an industrial production plant setting.  Incumbent will follow all quality control requirements per customers’ specification and company practices. Proper knowledge and use of industrial machinery required to successfully process customers’ orders is needed.  
	DUTIES AND RESPONSIBILITIES


· Partner with Shift Supervisors/Managers in associate safety program to protect associates and assets, and prevent accidents, injuries and damage. Perform accident investigations as needed.
· Partner with Shift Manager and other Production Supervisors to ensure adequate workflow throughout departments.
· Track performance numbers and report to management. Consolidate and analyze production measures to improve productivity and control costs. Produce Product Quality Deficiency Reports.
· Perform on-the-job training for new employees and other retraining when needed to improve performance. 
· Schedule employees according to production needs; scheduling, paid time off approvals, and temp staff requests. Track absenteeism and time-keeping.

· Assist with payroll processing procedures as directed and needed.
· Provide employee coaching and development and helping resolve employee problems to build a strong team of production associates. Maintains good employee relationships and promote teamwork in the department.
· Empower lead associates and associates to build skills for continued improvement and development of the organization.
· Ensure linen quality standards are observed at all times. Manage daily output from a quality and quantity standpoint to satisfy customer orders.
· Ensure compliance with company policies and practices.

· Maintains a clean and safe work area at all times. 
· Will be required to perform other duties as requested, directed or assigned.
	QUALIFICATIONS


Competency Qualifications
· Ethical – Ability to demonstrate behavior compliant to a set of values and accepted standards.

· Leadership – Proven ability to direct others to achieve a common goal.

· Employee Relations – Ability to form and maintain positive employee relationships with all levels of staff.

· Communication – Ability to communicate with a diverse and ever changing workforce.
Skills & Abilities
· High School Diploma or GED equivalency required. Some college preferred.

· Minimum 2 years of progressive supervisory experience.

· Minimum 2 years of progressive industry experience in production or manufacturing plant.

· Ability to use a computer with Microsoft Office systems and able to learn and master technical systems and machinery to complete necessary work. 

· Must speak and understand the English language. Must possess good verbal communication skills.
· Must be able to work a flexible schedule including evenings, weekends, and Holidays.

· Must be able to work standing for extended periods of time up to 8 hours a day.

· Must be able to understand and differentiate various types of linen.
· Ability to work in a fast paced environment and complete work flow as instructed by management.
· Must be very organized with the ability to follow instructions with minimal supervision.
· Must be able to move loaded carts weighing up to 400 pounds; lift objects weighing up to 50 pounds; detect problems with the operation of laundry equipment and report to supervisory immediately.
	Each working condition requires a check in the appropriate box

(Double click in the appropriate box)
APPLICABLE WORKING CONDITIONS



	WORKING CONDITIONS


	AMOUNT OF TIME TYPICALLY SPENT ON ACTIVITY

	Inside work: protected from weather conditions.
	 MACROBUTTON UncheckIt (
FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Outside work: no effective protection from weather.
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON UncheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Both inside and outside work:  activities occur both inside and outside an office enclosure.
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON UncheckIt (
NEVER

	Extreme cold: below 32 degrees for periods of more than 1 hour throughout the normal course of a day.
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Extreme heat:  above 100 degrees for periods of more than 1 hour throughout the normal course of a day.
	 MACROBUTTON UncheckIt (
FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Noise:  customers must shout to be heard over ambient noise level (hearing protection required).
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Vibration:  exposure to oscillating movements of extremities or whole body.
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Potential hazards: moving parts, electricity, gas, scaffolding, chemicals, etc.
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Terminal viewing: extended viewing of screens.
	 MACROBUTTON CheckIt (FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON UncheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Atmospheric conditions (in non-confined spaces): fumes, odors, mists, gases, poor ventilation, etc.
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Oils:  air and/or skin exposure to oils and other cutting fluids
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Respirator:  use of a respirator is required
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON UncheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	Physical stamina: due to emergency or work load demands, subject to extended work hours requiring stamina beyond normal demands or levels
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON UncheckIt (
OCCASIONALLY
	 MACROBUTTON CheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER

	None:  employee is NOT substantially exposed to adverse environmental conditions (work occurs in typical office or administrative environment)
	 MACROBUTTON CheckIt (
FREQUENTLY
	 MACROBUTTON CheckIt (
OCCASIONALLY
	 MACROBUTTON UncheckIt (
RARELY
	 MACROBUTTON CheckIt (
NEVER


	Each activity and function requires a check in the appropriate boxes


ESSENTIAL ABILITIES AND FUNCTIONS

Please indicate those activities that are considered essential to the position.  For each that is indicated essential, estimate the amount of time required on the activity.

	ACTIVITY
	FUNCTION
	AMOUNT OF TIME 

TYPICALLY SPENT ON ACTIVITY

	
	Essential
	Non-Essential
	Rarely
	Occasionally
	Frequently

	Standing (on a hard surface)
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Stairs
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Walking
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Sitting
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (

	Twisting
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Stooping
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Crouching
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Crawling
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Talking
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Hearing
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Reaching
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Seeing
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Balancing
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Pushing up to 10 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Pushing up to 20 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Pushing up to 50 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Pulling up to 10 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (

	Pulling up to 20 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (

	Pulling up to 50 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Grasping
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Lifting or carrying up to 10 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Lifting or carrying up to 20 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Lifting or carrying up to 50 lbs.
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Feeling
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Moving (continuous motion)
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Using precise hand movements
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Reasoning or solving problems
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Reading 
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Writing
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Performing mathematical calculations
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Adhering to deadlines under pressure
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (

	Learning or retaining technical information
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (

	Interacting with customers or visitors
	 MACROBUTTON CheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON UncheckIt (
	 MACROBUTTON CheckIt (
	 MACROBUTTON CheckIt (


I have received, reviewed, and fully understand the job description for this position. I further understand that I am responsible for the satisfactory execution of the all job functions described therein, under any and all conditions as described.
Employee Signature: ____________________________________________ Date: ___________________

Employee Print Name: ___________________________________________
Human Resources:  _____________________________________________               ___________________           




Name

                                                                         

Date
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This position description is not intended to be an exhaustive list of all duties, responsibilities and qualifications associated with the job.  An individual must be able to perform all of the duties and responsibilities listed in a fully competent manner to be considered successful in the position.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential duties and responsibilities.  


