KANCELARIA A DOHLAD VYROBY

OFFICE AND PRODUCTION SUPERVISOR

POPIS PRACOVNEJ POZICIE

NANT AN JOB DESCRIPTION
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VSEOBECNA DEFINICIA POZICIE / GENERAL JOB DEFINITION

Povinnosti a zodpovednosti Office and Production Supervisor zahffiaju dohliadanie a vedenie zamestnancov
vo vyrobe ako aj v kancelaridch. Tato pozicia planuje a zadeluje pracu, implementuje politiky a procedury
spolocnosti a navrhuje zlepSovania vo vyrobnych metddach, nastroojoch, operativnych proceduirach a
pracovnych podmienkach.

Office and Production supervisor position is responsible for supervising shop and office employees in a
manufacturing and assembly environment. This position plans and assigns work, implements policies and
procedures and recommends improvements in production methods, equipment, operating procedures and
working conditions.

POVINNOSTI A ZODPOVEDNOSTI / DUTIES AND RESPONSIBILITIES

e Dodrziavanie pravidiel Bezpecnosti a ochrany zdravia pri praci

e Vedenie timu Team Leadrov a Shift Leadrov

e Planovanie a organizacia prace vo vyrobe na zabezpecenie naplnenia planu vyroby

e Hodnotenie zamestnancov

e Zabezpecenie aby vyroba fungovala v nastavenom sStandarde a okamzité rieSenie problémov
vyroby

e Riadenie zdznamov o $koleniach zamestnancov a riadenie skill matrix

e Zabezpecovanie pozadovanych Skoleni na pracovisku pre novych zamestnancov

Efektivna komunikdcia so vSetkymi oddeleniami v spolo¢nosti

Zodpovednost za dodrziavanie OOPP poziadaviek a zabezpecenie

V spolupraci s oddelenim HR rieSenie problémov zamestnancov

Zabezpeclenie administrativnej prace spojenej s pracovnou napliou

Zabezpeclenie zhody potrieb vyroby s platnymi pravnymi predpismi a procedurami spolo¢nosti

Implementdcia a aplikovanie zakladnych poZiadaviek IATF 16949 Quality Management Standard

Zabezpedit sulad s poZiadavkami IATF 16949 Quality Management Standard

Hodnotenie rizik a prileZitosti pre pre kazdé oddelenie a reporting prislichajicemu manazmentu

e RieSenie ad-hoc uloh od nadriadeného

e Follow the Health and safety Instructions in the work area at all times

e  Managing team of Team Leaders and Shift Leaders

e Planning and organizing work on the shopfloor according to production plans

e Fvaluation of Employees

e Supervise operation running smoothly and immediate solving production issues

e  Managing training records and skill matrix of the workers

e Providing proper training on the shopfloor for new Employees

e Effective communication with all departments in the company

e Resposibility for PPE requirements and ensure that Operation is following PPE requirements

e Incollaboration with HR department solving problems of Employees

e Administrative work according to supervising position

e  Ensure compliance with applicable laws and company policies

e Implementing and apply the basic requirements of the IATF 16949 Quality Manangement Standard,
e To comply with the requirements of IATF 16949 Quality Manangement Standard,

e  FEvaluation of the risk and opportunities of own department and reporting to the related management
e  Ad-hoc issues
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ODBORNA KVALIFIKACIA / PROFESSIONAL QUALIFICATIONS

Znalosti MS Office na profesionalnej Grovni
Skusenosti s analyzov riskov

Znalosti sytému manaZzérstva a procedur
Silné organizacné a planovacie schopnosti
Silné rozhodovacie schopnosti

Anglicky jazyk na pokrocilej trovni
Vysokoskolské vzdelanie

e  Proficient in MS Office skills

e  Knowledge risk analysis

e Knowledge of Office Management systems and procedures
e  Strong organizational and planning skills

e  Strong decision-making skills

e English language on upper intermediate level

®  University degree

OSOBNA KVALIFIKACIA / PERSONAL QUALIFICATIONS

e Profesionalita a vynikajuce komunikaéné zruc¢nosti
e Doraz na detaily
e Timova praca

e  Professionalism and excelent communication skills
e Attention to Detail
e Teamwork
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