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	JOB IDENTIFICATION



	Job Title
	MIXING ASSISTANT (CHEMICAL DISTRIBUTOR AND MIXING ASSISTANT)
	Job Level
	

	Division
	
	Company
	FIT

	Department
	SAMPLE ROOM DEPARTMENT


	Revision Date
	

	Section
	PRODUCTION SUPPORT


	Reports To
	SAMPLE ROOM SUPERVISOR



	Name of Jobholder
	
	Personnel Managed/ Supervised
	

	JOB SUMMARY/OBJECTIVE

	This position is responsible in assisting, providing and distributing the paint color to the production base on the style that will be running in the production. They are also responsible in handling and mixing chemicals with outmost care to prevent damage and spills.


	JOB SPECIFICATIONS



	EDUCATIONAL ATTAINMENT REQUIRED
	High s

chool Graduate

College level

	MINIMUM EXPERIENCE REQUIRED
	No minimum experienced required

	COMPETENCIES REQUIRED (Knowledge/Skills/Abilities/Attitude/Observable Behaviors)
	· Responsible in proper handling of paints, chemicals  
· Must be detail oriented and has the ability to work in a fast-paced environment 

· With high sense of urgency and has the initiative 

· Must be responsible, hardworking and flexible 



	LICENSE/S or CERTIFICATIONS REQUIRED
	Not applicable


	CORE COMPETENCE


	TEAMWORK
	Can work with others with respect and cooperative attitude; understand the team's target and his/her role within the team and ability to adjust his/her  roles in order to achieve team's target and  assist/help others to hit his/her individual target.  Responsibility in keeping good relationship with co-worker, superior and customer.

	INITIATIVE
	Always work with great passion, initiative, and enthusiasm and also achieve or even exceeds target; expresses great confidence and firm attitude to take actions and implement. Initiative to update job knowledge: the practical and technical knowledge of duties, functions, work, safety procedures, conference policies, and so on/ Initiative without being told. Aggressive and ability to act quickly. Possess a sense of urgency.

	ACCOUNTABILITY
	Always honest, have self-discipline, trustworthy, not limit himself/herself within his/her job responsibility; always go into the details and dig up feasible plans of action before execution.

	INNOVATION
	Employee should also willing to accept change, not resistant to correct the self, attitude, behaviors and working method and to involve oneself in developing innovative ways in dealing with problems, to cooperate and encourage new ideas


	BUILDING ORGANIZATIONAL TALENT
	Facilitate effective development plan according to company's future strategy; attract and keep potential employees; create a learning environment to display employees' maximized potential.


	WORKING CONDITION/ENVIRONMENT


	The incumbent will be exposed in distributing the paint and assisting the color mixer in a non-air conditioned room, and occasional exposure to noise and chemical hazards. 


	WORKING RELATIONSHIPS



	Directly Supervised
	None

	Indirectly Supervised
	none


	KEY RELATIONSHIPS


	Internal Contacts

	INTERFACE
	POSITION
	PURPOSE

	PRODUCTION
	 Production Manager, Printer Team Leader, Printer, Assistant Mixer, Mixer


	Discussion on mock-up details , style, chemicals or inks to be used

Releasing of needed chemicals, inks for Production use

	
	Screen Maker
	Obtains mesh used in filtering of chemicals and inks

	QC Department
	QC Supervisor, Roving/Table QC
	Releases requested inks or chemicals used to do printing repairs 

	PPIC Department
	PPIC Supervisor, Process Engineer
	Coordinates and requests for chemicals, inks and other supplies, as well as its inventory and stock list review

	HR Department
	HR Supervisor, PCSO, HR Associates, Electricians, Utility Aides, Receptionist,
	Coordination in regards with the overtime, attendance, violations, policies, benefits and other personal concerns.

	External Contacts

	INTERFACE
	POSITION
	PURPOSE

	None 
	
	


	ACCOUNTABILITIES



	RECORDS/REPORTS MAINTAINED

·  Releasing of Paint for Production Daily Report

	EQUIPMENT MAINTAINED

· Motorized mixing tool

· Weighing Scale 


	DUTIES AND RESPONSIBILITIES


	FUNCTIONAL AREAS
	STATEMENT OF TASKS AND ACTIVITIES

	Color Preparation & Mixing 
	· Coordinates with the Printer Tem Leader on mock-up details style such as style, type of chemicals and the target amount of paint release in the production.

· Checks the style, color, article of the type of inks/chemicals  and ensure it coincides with printing mock-up details

· Distributes and monitors  inks/paints are equally distributed and properly assigned among printing tables

· Monitors and ensures ink color, mixed paints are in good state and ready for use and filters hard inks/chemicals 

	
	· Seeks advice and approval from Color Mixer on issues and concerns on color mixing and its preparation 

· Conducts proper cleaning and washing of color mixing area and ensure chemicals/inks are readily available and in good condition 

· Attends pre-production meetings 



	Others
	· Actively participates in company’s drive for Continuous Improvement in all its business processes.
· Performs other functions that may be assigned for the achievement of the department and company goals.


	REVIEWS AND APPROVALS

	Conforme:

       ___________________________

                  Name of Employee

            (Signature over Printed Name)

Date:  ____________________


	Approved by:

         _________________________

                Immediate Superior

                  (Signature over Printed Name)

Date:  ___________________



	Noted By:

____________________________

Senior Manager/Department Manager
(Signature over Printed Name)

Date:  ____________________


	Issued by HR:

_________________________

HR Manager
Date:  ____________________




( Employee’s Copy


( HRD Copy
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