MONTES


JOB DESCRIPTION GUIDELINES BUT NOT RESTRICTED TO THE FOLLOWING
Shift in charge
· MAIN RESPONSIBILITY: MAINTENANCE OF TARGET PRODUCTION. Therefore must AGRESSIVELY push all down times to MINIMUM
· is responsible from whole the factory. Even guards, drivers, cook, first aid personnel should report him.
· is factory manager at night.
· has to provide full capacity production. Whatever factory has the problem to obstacles the production; he has to find proper solution.
· has to satisfy foreman and mechanics complaints regarding productivity.
· To form Quality Improvement Team (QIT), Loss Prevention Team/Officer (LPO) & most importantly Individual Suggestion System Responsibility (& reward)
· has to make weekly meetings (recommendation is Saturday 14.00) regarding weekly maintenance program, cleaning, operator productivity, productions, consumptions, waste rates,  occupational health and safety, company targets, customer complaints and etc. In case of any decision, implementation time schedule and responsible should be appointed. 
· has to make all kind of organization and changing including stopping the line, changing head size, used materials, consumptions, overworking, cleaning, etc. He is decision maker so takes all responsibility.
· has to intervene and direct fire responsible in case of fire.
· has to inform his supervisor regarding his shift production. 
· has to full shift log book including stop reasons and production volumes.

· has to spend time (min. 10-20 minutes) with his colleague before handover the shift.

· has to prepare shiftwise weekly graphics and charts concerning production, waste and productivity (recommended in computer. Monthly and annual values should also be seen by this data input).
JOB DESCRIPTION GUIDELINES BUT NOT RESTRICTED TO THE FOLLOWING
Foreman

· must always be ACTIVELY by the line & alert.
· is responsible for the whole production line. 
· must AGRESSIVELY push all down tımes to MINIMUM
· has to check consumption materials (glue, skillet, splint, head composition, etc) are adequately stocked for the whole shift.
· must respond to any quality complaints swiftly (from QC or Operators).
· has to provide full capacity production with minimum stop time by chasing all stop time.
· Is supervisor of all mechanics and operators. When they have personal problems, he has to find solution to them. If it is out of his authority, he has to send to shift in charge.
· If mechanic can not solve small adjustment and repair, he has to fix it.
· has to observe all machinery units using vision, hand & sound (eye control-overheat control-noise control).
· to prepare maintenance list for next weekly meeting. 
· In case of any stop he has to run immediately and investigate reason of it, after solving problem he has to restart the line.

· has to force the operators for reducing cease time (stop-time).
· has to take notes regarding stop reasons and give them to Shift in Charge at the end of shift. 

· has to intervene & resolve any major break downs.
· has to make weekend maintenance together with mechanics on Sundays.

· has to provide splint charging and paraffin control on Monday mornings and release it on Saturdays. 
· has to change or modify the machinery parts with the help of workshop personnel, in case of different production request.
JOB DESCRIPTION GUIDELINES BUT NOT RESTRICTED TO THE FOLLOWING
Mechanic

· must always be ACTIVELY by the line & alert.
· is responsible from the whole production line as well.
· has to check consumption materials (glue, skillet, splint, head composition, etc) are adequately stocked for the whole shift.
· must respond to any quality complaints swiftly (from QC or Operators).
· has to provide full capacity production with minimum stop time by chasing all stop time.
· has to count operators at the beginning of work, in case of any absence, he has to find somebody instead of them. 
· has to solve small adjustment and repair. In case of big problems he has to inform foreman and then help him.
· In case of any stop he has to run immediately and investigate reason of it, after solving problem he has to restart the line.

· Is first supervisor of the operators so has to force them for reducing cease time (stop-time).
· has to make necessary lubricating and daily round up maintenance checklist.

· has to take notes regarding stop reasons and give them to Shift in Charge at the end of shift.

· has to observe all machinery units using vision, hand & sound (eye control-overheat control-noise control) and give those notes to Foreman to prepare maintenance list for next weekly meeting.
· has to make weekend maintenance together with foreman on Sundays.

· has to provide splint charging and paraffin control on Monday mornings and release it on Saturdays. 

