1.0	Basic Function





The basic function of the Manual Machinist position is to perform all of the production functions at Tri-Kris Company including machine set-up, first piece production and inspection, parts production, and minor machine maintenance as required.





This person is responsible for ensuring that the parts produced off the equipment he is running are within the customer’s specifications. This person is also responsible for ensuring that all orders worked on completed within the number of hours specified on the part traveler.





2.0	Position Qualifications


	Must have a good working knowledge of the metalworking manufacturing industry, particularly with respect to the different types and brands of equipment used by the company. This person must have the mechanical aptitude to be able to properly set-up and run the required parts and make adjustments as required to bring parts within customer specifications.


	The Manual Machinist must have a thorough understanding of the different types and grades of materials that will be used to create customer parts. This person must have an understanding of how material types affect the cycle times and machine set-ups.


	The Manual Machinist must be well organized and capable of planning a job before it is run. This person must be able to plan how to run the job in the most efficient manner to ensure that production time estimates are met or beaten. This person must be able to maintain tooling and fixtures in a manner that minimizes the amount of time spent searching for these items.


	This position requires a detail-oriented person who is also a self-starter capable of accomplishing tasks within deadlines established by the Shop Supervisor and customers. This person must be capable of simultaneously working on multiple projects, switching from one to the other without need for reorientation. The Manual Machinist must be capable of running multiple machines simultaneously where logistics and cycle times permit.


	The Manual Machinist must be an analytical person, capable of determining why parts produced are beyond customer specifications and what needs to be adjusted in order to get the parts back within tolerance.


	The Manual Machinist must have excellent communication skills, necessary for ensuring the Shop Supervisor understands the status of jobs.


	The Manual Machinist must possess excellent time management skills. This person must be capable of ensuring that time available while parts are cycling is used to maximum benefit by preparing the next job, cleaning the equipment, or organizing the area.





3.0     Requirements


3.1	Education:


A High School Diploma or equivalent is required. Some vocational schooling in machine operation is preferred. Additional experience may be substituted for the diploma.


3.2	Experience:


A minimum of two years lathe or milling operation experience in a short-run metalworking environment is required. Five years machine operation experience in a short-run machine shop manufacturing environment with at least two of those years in lathe operation and two of those years in milling operation is preferred.


3.3	Licensing/Certification:


There are no licensing or certification requirements for this position.


3.4	Skills/Knowledge:


The Manual Machinist must have a general knowledge of how to run a wide variety of materials and produce a wide variety of parts on manual turning and milling equipment. A good working knowledge of how to run parts on CNC turning and milling equipment is desirable.


The Manual Machinist must be capable of working the majority of the time in an independent manner, involving the Shop Supervisor when problems arise or are anticipated.


The Manual Machinist must have sufficient mechanical abilities to be able to read customer prints and have a thorough understanding of how to set-up the part. This person must be able to visualize the step-by-step processes of the set-up and production of a part.


The Manual Machinist must have a thorough understanding of the capabilities and limitations of the equipment he is working with.


The Manual Machinist must have sufficient knowledge of good safe production practices to be able to minimize the risk of accidents and damage to the equipment.


As the company sometimes receives jobs from customers with no prints, the Manual Machinist must be capable of manufacturing parts from nothing more than verbal instructions at times.


3.5	Physical:


Must have the ability to stand for prolonged periods of time in the shop when setting up and operating the equipment. This person must be capable of staying in the same position for extended periods of time when running parts with short cycle times.


When setting up the equipment the Manual Machinist will frequently have to work in a variety of positions. This person will have to stretch and reach when changing tooling. Must be able to lift parts and tools of up to 100 pounds in weight unassisted when performing repairs.


This person must possess sufficient manual dexterity to be able to change tools and make adjustments to machine settings to ensure parts are in tolerance. This person must have the digital dexterity to be able to tighten tooling firmly into place.


Must have sufficient motor skills to be able to maneuver through all areas of the shop. Must be able to negotiate through areas as narrow as two feet in width when traversing the shop floor.


The Manual Machinist must be capable of climbing stairs and ladders to reach some of the company’s stock areas. This person must be capable of carrying up to 25 pounds in weight when handling customer parts or changing machine tooling.


The Manual Machinist must have a sufficient sense of hearing to be able to communicate with the Shop Supervisor and other production employees in a shop environment that is very noisy when equipment is in operation. This person must be able to detect noises when equipment is running to be aware of any potential problems with the equipment.


The Manual Machinist must possess sufficient correctable close vision and ability to adjust focus to be able to read gages and inspect his own work. This person must also be able to see any defects in the materials being used and any damage to tooling.


This person also must have sufficient color vision to be able to detect blemishes in materials and surface irregularities on parts produced.


The Manual Machinist will be handling parts and tooling that are sharp and could potentially cause injury.


This person will also be working on equipment that is dirty and full of grease, oil, and other lubricants.


The Manual Machinist must have a sufficient sense of smell to be able to detect when equipment parts or lubricants are burning. This person must have a sufficient sense of feel to be able to ensure that parts produced meet customer finish requirements. 


While working in the shop this person will be exposed to airborne particulates from the iron, steel, and other materials that are being processed.


During times when there is a large backlog of work the Manual Machinist may be subject to work hours in excess of forty in a week. The Manual Machinist may be subject to working Saturdays at times.


3.6	Mental:


Must be able to write English sufficiently well to prepare lists of tooling needed, and to make notes on job travelers as required. Writing must be sufficiently legible to prevent mistakes from occurring due to misinterpretation of information.


Must be able to read English well enough to read parts travelers and machine set-up and operation instructions. Must be able to speak English sufficiently well to communicate verbally with other production employees and the Shop Supervisor.


The Manual Machinist must be capable of managing time in such a way as to minimize the amount of non-billable time (X time) being worked, and to minimize the amount of overtime required. This person must be capable of adhering to time budgets imposed on a job. This person must be able to anticipate where time budgeted for a job will be insufficient.


Must be capable of performing basic mathematical calculations when determining adjustments to make to equipment to get parts within tolerances. This person must be capable of operating and reading the various types of inspection gages used by the company.


The Manual Machinist must have sufficient mechanical ability to read customer prints and be able to visualize the completed part.





4.0	Authority and Accountability





4.1	Authority:





The Manual Machinist is delegated sufficient authority by the Shop Supervisor to enable this person to successfully accomplish the duties and responsibilities of the position. This includes the authority to make adjustments to set-ups to get parts within tolerances.





4.2	Accountability:





The Manual Machinist is accountable directly to the Shop Supervisor for the accomplishment of all goals assigned and for the completion of customer orders within specifications and within the time constraints established on the part travelers.





The Manual Machinist is accountable for ensuring that his time is used to greatest level of productivity possible.





�



PERFORMANCE EVALUATION





Specific evaluations will be made on a semi-annual basis by the Shop Supervisor of Tri-Kris Company of the position of Manual Machinist on each of the following performance criteria. Scoring will be determined on a basis of 1 through 10 with 1 representing poorest performance and 10 being excellent performance. A tally and total performance score will be provided at the end of the evaluation.








5.0	Responsibilities and Duties            			PERFORMANCE RATING


5.1	As required, set-up jobs for production jobs to be run on the company’s equipment. Ensure steps are take to minimize set-up times.�
______�
�
5.2	Produce parts to customer specifications on the equipment assigned. �
______�
�
5.3      Productively utilize time when on jobs with long cycle times.�
______�
�
5.4	Prior to beginning work on a job ensure that all of the parts or materials required are at the equipment.�
______�
�
5.5	Prior to setting-up a job, ensure that all of the fixtures and tooling required are available and nearby.�
______�
�
5.6	As required, prepare requisitions for any tooling needed. Advise the Shop Supervisor sufficiently in advance when stock levels of a tool are low.�
______�
�
5.7	Perform basic troubleshooting and maintenance on all equipment assigned. Ensure that equipment always has sufficient levels of lubricants and other fluids.�
______�
�
5.8	Clock in and out of customer jobs and other non-billable (X-time) activities. Ensure that time is charged to the proper jobs.�
______�
�
5.9	When starting a new job, and when starting up at the beginning of the workday, inspect the first piece before submitting it to Quality Control for inspection.�
______�
�
5.10	Submit first pieces to quality control for inspection. Advise the Shop Supervisor when waiting on results of first piece inspections. Make adjustments to machine set-ups as necessary. Resubmit pieces for first piece inspection after re-setting-up.�
______�
�
5.11	Prior to starting a job, inspect the raw material, customer-supplied parts, or parts received from another department. Advise the Shop Supervisor of any problems.�
______�
�
5.12	When tearing down a set-up, inspect and clean tooling as needed. Ensure that tooling is returned to its proper location.�
______�
�
5.13	Prior to starting a job, review the estimated hours on the job traveler. Before the job is started advise the Shop Supervisor of any anticipated problems meeting the time.�
______�
�
5.14    In cases where in-process jobs appear that they will overrun the estimated hours, advise the Shop Supervisor as to what is occurring.�
______�
�
5.15    As required cut material to be used in machining operations.�
______�
�
5.16    Perform MIG, TIG, and Stick welding activities as required.�
______�
�
5.17    As required produce fixtures needed for the company’s CNC production areas from rough sketches or verbal instructions. Ensure the fixture is stamped with the part number and operation it is being used for.�
______�
�
5.18    Where instructed by the Shop Supervisor and whenever else possible, run multiple jobs concurrently on multiple machines. When possible plan and set-up jobs on one machine while running on another machine.�
______�
�
5.19    Advise the Shop Supervisor and the Inspector of parts produced that needed to be scrapped, and the reasons why.�
______�
�
5.20    Comply with all of the company’s safety policies and procedures. Advise the Shop Supervisor of any maintenance or safety issues with the equipment.�
______�
�
5.21    As required and able assist other production employees in their tasks. Ensure this assistance does not interfere with the ability to complete jobs assigned within budgeted time frames. Assist in training as assigned by the Shop Supervisor.�
______�
�
5.22    Maintain a basic knowledge of the other production areas in the shop to enable maximum flexibility in cases where the backlog of work is uneven.�
______�
�
5.23    Perform tool-sharpening activities as required to maximize the usage of existing tooling.�
______�
�
5.24    The Manual Machinist is responsible for any other responsibilities or duties that may be assigned by the Shop Supervisor which are inherent to this position.�
______�
�



6.0      Other Job Criteria


            6.1     Planning and Time Utility


                     6.1.1�
Makes best use of work time to complete assignments within Shop Supervisor-imposed and customer imposed time constraints.�
______�
�
                     6.1.2�
Consistently demonstrates ability to establish and manage priorities.�
______�
�
                     6.1.3�
Capable of switching between various projects with little or no need for re-orientation.�
______�
�
                     6.1.4�
Takes on additional assignments, but only after priorities have been addressed.�
______�
�
            6.2     Initiative


                     6.2.1�
Requires little or no outside direction in performing duties.�
______�
�
                     6.2.2�
Exceeds specific requirements to ensure no gaps between departments.�
______�
�



            6.3     Attendance and Reliability


                     6.3.1�
Does not abuse personal time off; does not take time off during work hours without approval.�
______�
�
                     6.3.2�
Punctual for meetings with Shop Supervisor.�
______�
�
          6.4      Judgment and Decision-Making


                     6.4.1�
Demonstrates good judgment. Thoroughly investigates problems and potential solutions before making decisions. Gets input from other personnel affected.�
______�
�
                     6.4.2�
Does not exceed limits of authority in making decisions.�
______�
�
          6.5      Relationships with Others


                    6.5.1�
Maintains cooperate working relationship with superiors and other managers. �
______�
�
                    6.5.2�
Demonstrates ability to tactfully handle difficult situations.�
______�
�





















7.0	Measures of Performance





The Manual Machinist will be deemed to be performing in an acceptable manner when the following criteria have been met:





1) Parts produced are consistently within the specifications detailed on customer prints.





2) Parts are consistently produced within the number of hours estimated for the job.





3) Scrap produced is minimal or non-existent.





4) Preventable employee injuries and safety violations are non-existent.





5) Overtime and X time are consistently within budgets established by the Shop Supervisor.


Job Description Acceptance and Acknowledgment





I have reviewed and understand the above job description and believe it to be accurate and complete.





I also agree management retains the right to change this job description at any time and will provide me with written revisions and addendum prior to the installation of the new policies or requirements.





I will also be provided a copy of the Employee Policy Manual, detailing other requirements and responsibilities, in addition to those stated in this document.  I also understand that although there are areas which can be delegated to other members, it is my full responsibility for assuring that these areas are carried out on a daily or weekly basis as required, and that the functional role of Manual Machinist cannot be delegated to another member of the team.





I acknowledge that my performance will be evaluated on a semi-annual basis with respect to overall performance. I also acknowledge the following criteria for evaluation:





90% - 100%  Superior


80% -   89%  Very Good


65% -   79%  Satisfactory


50% -   64%  Acceptable


  0% -   49%  Unacceptable





Therefore the undersigned are in common agreement that on the functional role of Manual Machinist and the requirements and authorities assessed therein; that compensation has been fully disclosed; and that there exist no other agreements attached to the acceptance of this agreement.





Manual Machinist ______________________________   Date ________





Shop Supervisor _____________________________     Date ____________





























EVALUATION REPORT





The Performance Evaluation process includes the evaluation of each responsibility, duty, and task on a line-by-line basis. This is where specific areas of achievement or concern can best be identified and addressed. This then allows for benchmarks for future performance and plans for growth in the strengths identified and for improvement of the weaknesses identified.





Total Score 


(divided by)		         ___________   =    ____________%


Total Possible Score				Average Performance Rating





COMMENTS AND RECOMMENDATIONS


Areas of Achievement and Strength:�
�
�
�
�
�
�
�
�
�



Areas That Need Improvement:�
�
�
�
�
�
�
�



What Must be Done to Improve:�
�
�
�
�
�
�
�
�
�



Employee Comments:�
�
�
�
�
�
�
�
�
�



I have read and understand this performance evaluation. Any disagreement which I have with its content has been noted in the Employee Comments section.





__________________      ________          _______________________      __________


Manual Machinist                  Date	                       Shop Supervisor		       Date


TRI-KRIS COMPANY                                                                         IPA # 4305775


Position Description


Position Title: Manual Machinist                                                  Date: 	� TIME \@ "MMMM d, yyyy" �March 20, 2006�


Status: Exempt_______      Non-Exempt__X____                         Supersedes: None
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