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THE JOB

	JOB TITLE
	SLITTING OPERATOR

	REPORTING TO


	CONVERSION TEAM LEADER &

CONVERSION MANAGERS

	RESPONSIBLE FOR
	SLITTING, LAMINATION AND

DESPATCH DEPARTMENTS


	Purpose of the role:

In the absence of the Team Leader, Operate and maximise production efficiencies of the Conversion Department. Responsible for the supply of the correct film and all other materials to the Slitting machines associated with the Slitting plan.  Ensuring customer specifications are met in a safe and efficient manner in accordance with quality standards set by the customer and Nelipak.  Ensuring all ERP entries at the end of the shift reflect the shifts running Slitting program.  Adjusting all personnel on shift to operate at optimal performance. Ensure that all Despatch operations run safely and efficiently in accordance with the despatch operating procedures. Ensure all Warehouse order picks are correct and complete in-line with the customer services weight specification. Ensure that all systems and process related to the role and the Conversion department are adhered to at all times.    



	Specific responsibilities:

· Deputies for the Conversion Team leader during his/her absence.
· Cover Operator absence on all Slitting / Lamination machines and Despatch.
· Operate a slitting, Lamination or rewinder machine when production demands dictate.
· Allocate resources to ensure that the Conversion Operator remains in the main manufacturing area of Slitting and Despatch. 
· Define production requirements at the start of your shift and adjust manning accordingly to enable the department to meet the plan and supply customer order requirements efficiently and on time.
· Ensure each operator has all the information / instruction / materials (cores, film, specification) required prior to the job start and any change of design.
· Controlling break times.

· Supervising the handover and takeover at the machines at the start and end of each shift.

· Enforcing the BRC policy with regards to wearing of the correct PPE.
· Organise and monitor the training of all shift personnel.

· Communicate with each operator regarding machine faults and problems in order to minimise waste and downtime. 
· Inform the operators of any changes that have been made to achieve specification.

· Inform maintenance of any breakdowns or work required to prevent breakdowns.
· Sign-off ‘First Off’ Approval sheets and monitor all machine operations throughout the shift.

· Ensure line-clearing procedures are carried out before each designed change.

· Ensure cleaning procedures are adhered to, collecting & checking the department cleaning records, before passing to the Conversion Manager.
· Ensure all returned stock is labelled with the correct information, including part pallets then scanned back into the correct locations.
· Look at the oncoming shifts program and inform the Conversion Managers or Quality & Technical Manager if any specification or data sheets are required.

· Conduct a weekly stock check and inform the Conversions Manager and/or the Production administration assistant if the Conversion department is running low on any consumable items.
· Conduct a weekly stock check and ensure that the stock sheet is completed and handed in to the Production administration assistant.  

· Ensure all holiday cover sheets are completed and passed to Conversion Manager. 
· Carry out basic machine maintenance safely when possible.  DO NOT attempt any ELECTRICAL maintenance.

· Liaise with Production Planner regarding delivery targets and any possible shortages or failures.

· Ensure start and end of shift meetings are held with the Conversion Manager prior to the daily planned shift meetings. 

· Ensure that the daily communication board is up-to-date and filled with the relevant information. 

· Ensure that all Despatch operations run safely and efficiently in accordance with the despatch operating procedures.  
· Ensure all wrapped reels and finished goods are supplied according to customer packaging specifications.
· Check off and sign all deliveries in accordance with the weight spec prior to despatch. 
· Complete and communicate a shift report and send to all relevant individuals and departments at the end of each shift. 
· Ensure all other duties appropriate with the level of your position directed by the Elsham management team are carried out in a safe timely manner. 
Health, Safety and Environmental Responsibilities 

· Each Conversion Operator is responsible for his / her own personal safety and that of all personnel under his or her authority, including others who may be affected by the company’s activities.
· Each Conversion Operator will:

· Comply to the company Health, Safety and Environment Policy.

· Understand the responsibilities of personnel under their authority and ensure that each employee under their supervision knows his/her responsibilities and Complies with the company Health, Safety and Environment Policy.  

· Ensuring that all Risk Assessments and systems of work are adhered to. Also, that necessary procedures, regulations and HS&E policy are followed by employees under their supervision. 
· Ensure accident and near-miss reporting procedures are understood and complied with, and assist with accident investigations.
· Ensure that all employees are wearing the correct personal protective equipment.

· Set a personal example with regard to HS&E policy matters.

· Avoid improvising.

· Operate only items of equipment for which you have been trained, deemed competent and authorised to use.

· Keep tools and equipment in good condition.

· Report to the Conversion Manager any defects in equipment. Ensure that equipment is in a safe and secure state when unattended.

· Report any industrial injury, industrial disease, or any incidents which could result in personal injury or property damage, to your Operations Manager.

· Comply with the company blade policy and ensure that all blades are secured at the end of each shift.  Inform the Conversion manager of any lose or damage to blades and complete the relevant paperwork. 
All employees have a responsibility to co-operate and maintain the EMS. This responsibility includes the following:

· Compliance with relevant environmental procedures and rules.

· Ensuring that waste is maintained at an absolute minimum, and disposed of into the correct bins.

· Ensure that substances that may pose a threat to the environment are used with care and in accordance with the instructions and training delivered.

· Make the most efficient and effective use of all resources.

· Advise the Company of any shortfalls or oversights in its environmental arrangements.

· Be pro-active in conserving energy i.e. switching machinery off when not in use.

· Actively participate in improvement initiatives and the Environmental suggestion scheme.
I agree to and accept the changes made to my job description.

Print Name ……………………………………………………………..

Signed…………………………………………………………………….

Date……………………………………………………………………….
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