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JOB DESCRIPTION 

	Job title:
	General Operative
	Version number:
	6

	Reports to:
	Production Management
	Dept
	Manufacturing

	Role purpose:
	Is a member of a team within a section of Manufacturing responsible for the production of quality kitchen product to specification and high standards of quality/workmanship in a fast paced multi-product environment.

Plays an active role in ensuring that the daily manufacturing plans are completed right first time, on time and in full, whilst ensuring they work at all times to the highest levels of safety, quality and efficiency. 
Whilst General Operatives may initially be allocated to a particular department, they are expected to be able to move tasks or to move to other departments as necessary and so may be expected to carry out the full range of duties listed to meet the needs of the business.  This may involve a change in shift pattern.


	Key Responsibilities 
and Accountabilities:

	To correctly record details of activities performed including quality, stock control and production control information.

To satisfactorily undertake a range of production duties including:

a) Machine assistants, who work alongside machinists loading and unloading machines. 

· Loading and off-loading machines whilst constantly checking for substandard materials and panel faults.  

· Stacking finished panels in a neat and safe manner whilst constantly checking for panel faults and defects.  

· Operatives must not reset or change programmes on any machine, unless trained to do so. 

· Operatives must not rectify any jams or faults in the machine or open any interlocked gates, unless trained to do so.

· Understand all safety precautions for the machines they are assisting on – training will be given
· Move stacks via the approved transportation methods in a safe manner
b)    Packers, who work either individually or on a packing line.  Working in rotation with other operatives, this will include:

· Folding and labelling boxes according to the packing schedule.

· Placing parts into the correct boxes in the correct order (dependent upon the position of rotation of each day) whilst constantly checking the quality of the product being packed.
· Keep up with the line speeds, working to targets and deadlines

c)
Panel Pickers, who pick and assemble the panels required to produce units.

· To pick the correct size and colour panels in the correct order and stack them safely onto a picking barrow whilst making sure no parts are defective or missing.

· Record missing panels or out of stock panels and inform supervision to ensure panels are manufactured. Identifies panel stacks as incomplete in accordance with procedure..

d)
Assemblers, who assemble, clean and pack units.

· Responsible for various aspects of the assembly process and cleaning of units whilst ensuring quality standards are met at all times. 
· Operatives must adjust the fascia to ensure they are aligned correctly and have equal gaps around the fascia.  

· Placing a quality control sticker to the back of each unit ensuring the order number and unique inspector number is filled in on each quality control sticker. 

· Ensure the wrapping of the unit is to an acceptable standard and the unit is scanned on the SAP system.
e)    Paint Shop operatives,

· Preparing primed pieces of furniture before they are painted 

· Responsible for assisting machine operators feeding and taking of the paint lines

· Ensure finished pieces meet the required quality standards

· Packing finished products for customer orders 

· Responsible for marshalling products around the department

General, labouring and cleaning (applicable to all areas):
· Rotate tasks within the team/department as required
· Rotate or move to departments within the wider production facility to cover for holidays and sickness or to meet business needs
· Multi-stacking and de-stacking panels or materials 
· Painting machinery and equipment
· Maintain consistently satisfactory levels of housekeeping in immediate working area and wider department, including sweeping and general tidying duties.
· 5 S duties

· Conform to all safety standards at all times and cooperate with management on safety matters.  Following all manual handling guide lines to ensure personal safety and the safety of the entire workforce.
· Operate to satisfactory levels of workmanship, accuracy and attention to detail at all times.

· Work at an acceptable rate and conform to works rules.

· Generate, agree and implement new initiatives that result in continuous improvements.

· Attend and actively participate in relevant training activities deemed necessary.
· Help to train colleagues.
These duties are not exhaustive or exclusive.  


	People Management:


	Manages people?
	No

	
	Responsible for:

Allocation of work (task based)

Setting direction (objective based)

Performance management

Recruitment

Absence management
	N/A
 

	
	No of direct reports:
	0

	
	Overall team size (headcount):
	0

	Other People Mgt comments:
	N/A

	Financial:
	Cost centre manager
	No
	

	
	CAPEX responsibility
	No
	

	
	P&L responsibility
	No
	

	Other Financial Impact comments:
	N/A

	Key Relationships:

(level, nature & purpose)


	Within own department:

· Working as part of a team with immediate colleagues.
Across other departments:

· Working with colleagues in other departments such as warehouse, production planning, purchasing, etc.
External suppliers:
· N/A
External customers:

· Our entire customer base.
Internal customers:

· Departments supplied.

	Other relationship comments:
	

	Skills, knowledge
and experience:
	Essential:


	· Communication skills – able to raise and discuss issues with colleagues and management. 
· Numeracy 
· Able to perform manual handling tasks, ie lifting, stacking, carrying, loading, rubbing down etc involving a range of product sizes for sustained periods
· Able to get on with people and work and interact as part of a team
· Reliable and punctual

· Trustworthy

· Motivated
· Able to work in a fast-paced environment

· Good observation/attention to detail skills to ensure product meets quality standards

· Able to take and follow instructions
· Basic problem solving skills. 
· Be prepared to work overtime at reasonable notice

	
	Desirable:


	· Knowledge of kitchen furniture production

· Understanding of health & safety issues in a manufacturing environment
· Order Picking skills and experience 
· Product Assembly skills and experience, especially flat pack/Ready to Assemble product or rigid built product
· Packing skills and experience 
· Experience of working to output targets and specifications

· Experience of a working environment with an ethos of right first time, health & safety, quality, customer service, etc

	Any other comments:
	Whilst many roles operate on the day shift, post holders must be able and be prepared to work different shift patterns depending on the department worked in, between the hours of 6am and 12 midnight.

	Created by:
	Manager:
	Production Managers
	Date:
	14.03.2019

	
	HR:
	A Waller, Head of HR
	Date:
	14.03.2019
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