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	Job Title
	Machine Operator (Card Packing)
	Department
	Card Packing

	Reports To
	Packing Supervisor
	  Level 
	
	Location
	Printcraft 



Job Purpose - Overview
	Provide a brief, four-sentence description of the role, what success in the position looks like, and how it fits into the company or organization overall. Consider overall delivery, risk, decision-making authority. 

	The role involves working a continental shift pattern working an average of 42 hours per week. This involves working 4x12- hour days then 4 days rest, then 4x 12-hour nights then 4 days’ rest. The role involves extensive manual handling which includes moving pallets of cards/envelopes around the machines. Lifting products including cards/envelopes and rolls of film into high speed machinery that will convert into finished products. Basic computer operation to understand product information and instructions related to products being produced. Health & Safety rules must be adhered to along with the daily house keeping all supported by a daily time sheet that must be completed by each operator at the end of each shift


Key Accountabilities
	Outline the types of accountabilities that are attributable to the role. Provide a concise bullet point list of the responsibilities and duties of this job (no more than 8). List the essential duties required to carry out this job and in order of importance. Use complete sentences. Start sentences with verbs. Use the present tense. Use gender neutral language

	1.Communicating with colleagues 
2. Understanding and acting on instructions from the departmental supervisor
3.  Follow the daily machine plan to ensure maximum efficiency is obtained and the daily targets are achieved
4. Manual handling (with the aid of manual pallet trucks)
5.Mechanical knowledge for basic machine repairs and size changing of machine
6.Basic computer skills to produce product labels and to obtain instructions related to product information
7. Total awareness when of the environment when machine is in production due to high running speeds of equipment
8. Completing understanding of all the safety elements and processes related to the equipment
9. To ensure all Health & Safety processes and procedure are fully understood and followed



	Stakeholder Relationships

	Outline who key stakeholders are, whether internal and / or external, whether interfaces are transactional or how much relationship management is needed. Level of influencing/gravitas.

	1. Colleagues in all departments
2. Electrical /Mechanical engineers
3. Machine Assistant ( when required)
4. Departmental Supervisors 
5. Managers within the business


	Qualifications, Skills, Experience, Attributes Required

	Provide a bullet point list of job functional knowledge (technical/subject-matter/professional expertise), business knowledge, problem-solving and interpersonal skills and experience required for the satisfactory performance of the job e.g. education level, experience, specific skills, personal characteristics, certifications, licenses. 

	
1. Basic computers  skills
2. Good organisational skills 
3. Practical experience
4. Technical experience ( mechanical )
5. Machine experience
6. Team working
7. Maintain Health & Safety  and house keeping standards
8. Manual Handling 





	For line manager roles only

	Total team size
	
	Direct/Indirect reports
	

	Budget responsibility
	
	Capital/Revenue Responsibility
	


Role Metrics

Last Updated: did/mm/yyyy
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