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	JOB IDENTIFICATION



	Job Title
	SAMPLE ROOM SUPERVISOR
	Job Level
	

	Division
	
	Company
	FIT

	Department
	SAMPLE ROOM DEPARTMENT

	Revision Date
	

	Section
	PRODUCTION SUPPORT
	Reports To
	SAMPLE ROOM MANAGER

	Name of Jobholder
	
	Personnel Managed/ Supervised
	Yes 

	JOB SUMMARY/OBJECTIVE

	This position is responsible in supervising activities in sample room and ensures all standard operating procedures are being followed. It is also the responsibility of the position to monitor and ensure availability and on time releasing of paint colors and screens for production and development


	JOB SPECIFICATIONS



	EDUCATIONAL ATTAINMENT REQUIRED
	College Graduate

Preferably with Bachelor’s degree in Industrial Engineering or any related courses

	MINIMUM EXPERIENCE REQUIRED
	With at least three (3) years supervisory experience in manufacturing set - up


	COMPETENCIES REQUIRED (Knowledge/Skills/Abilities/Attitude/Observable Behaviors)
	· Knowledge on manufacturing process
· Must be detail oriented and has the ability to work in a fast-paced environment.

· Computer Literate

· High Analytical Skills

· Proficient in written and verbal communication skills
· Supervisory skills
· Ability to plan, lead, organize and control.

· People Skills
· Strong interpersonal, organizational, leadership and motivational skills.

· Ability to multi-task, work under pressure and meet tight deadlines.

· Ability to lead and supervise people

· Organized and with high sense of urgency and initiative


	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 involved oneself in developing innovative ways in dealing with problems, to cooperate and encourage new ideas


	MANAGEMENT COMPETENCE


	TEAMBUILDING
	Building a cohesive team through adequate method and good management style to meet team's target.

	COACHING
	Provide subordinates directions and feedbacks in time to achieve performance, and use competence management to guide employees to know how to fit and execute operation target.

	PROBLEM-SOLVING
	Figure out the root cause of a problem based on organization's goals and purposes; collect information to develop series of action plans;  take actions and make resolution to problems.  

	PLANNING AND ORGANIZING
	Employ organization's resources and set up the priority of resource allocation based on level of urgency; allocate resources and tasks by the rank; develop series of strategic plans to assure job efficiency.


	WORKING CONDITION/ENVIRONMENT


	The incumbent will be exposed to basic office setting with constant exposure to Mixing Room and Sample Area


	WORKING RELATIONSHIPS



	Directly Supervised
	Team leader – Sample Printing
Color Mixer

Mixing Assistant

Screen maker


	Indirectly Supervised
	Sample Printing Operator


	KEY RELATIONSHIPS


	Internal Contacts

	INTERFACE
	POSITION
	PURPOSE

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

	PRODUCTION
	 Production Manager, Printer Team Leader, Printer, Color Mixer, Mixing assistant


	Obtain the right color mixture base on the color standard.

Discussion with the Chemical Specialist to ensure the right amount of paint to be mix, color and its proper handling.

Discussion with the Chemical specialist to ensure the proper use and care of equipment in the mixing room.

	QC Department
	QC Manager, QC Supervisor, Team leader, Roving/Table QC
	Releases requested inks or chemicals used to do printing repairs. Discuss quality concerns 

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

	
	
	

	
	
	

	External Contacts

	INTERFACE
	POSITION
	PURPOSE

	Production Department
	Factory Manager, Production Manager, Cell Supervisors
	Coordinates PO’s with critical problem prior to deadline schedules

	Loading Department
	Loading Supervisors, Loading In-charge
	Communicates loading concerns

	PPIC Department
	MC
	Follow-up fabric request in urgent cases

	Cutting Department
	Cutting Supervisors
	Addresses Cutting related problem

	SCI QA
	QA team leader
	Seeks advice on the PO’s with Quality Related problem

	Production Planning
	Printing Schedule In-charge, BCS Monitoring In-charge
	Feedbacks Schedule and BCS related concerns


	ACCOUNTABILITIES



	RECORDS/REPORTS MAINTAINED

· Daily WIP reports
· Printing Schedule

	EQUIPMENT MAINTAINED

· Desktop Computer


	DUTIES AND RESPONSIBILITIES


	FUNCTIONAL AREAS
	STATEMENT OF TASKS AND ACTIVITIES

	Company Policies Compliance
	· Champions the implementation of environment, health, safety and security programs and activities to ensure the active participation of the department and/or assigned committee to achieve a safe, secure, clean and healthful work environment for all employees at all times.
· Champions the implementation of all management systems and quality initiatives of the company.

· Takes responsibility in complying with the Company’s Code of Conduct and Discipline.

	Business Controls
	· Assist in any programs designed to improve quality and efficiency of the operational processes as well as to reduce costs.

· Develops and controls, plans and budgets and implement cost effective systems of control over such activities as operating expenditures, manpower, salaries, wages and overtime.

	Corporate Compliance
	· Coordinates annual internal and external audits. Ensures that all documentation meets audit requirements.

	Sample Room Activities 
	· Coordinates with the Scheduler and Production manager regularly for the Production set-up and printing styles that will be running in production 

· Coordinates with MR Development personnel for the colors and screens needed in the development of printing mock-ups and styles 
· Supervises creation of formula to be used in color mixing and preparation,  in order to achieve its desired volume based on production needs 

· Monitors and ensures ink color, mixed paints, screens and equipments are in good state and ready for use. 

· Coordinates with the Process Engineer for the styles that will be running in the production with respect to its quantity.

· Coordinates and checks with the internal purchaser on the purchase and availability of chemicals 



	
	· Supervises mixing room, screen making and sample room activities 

· Arranges and plots schedule of sample room including mixing room, screen making and sample printers  
· Acts as window in  of Merchandising personnel to Sample Room 

· monitors and keeps the documents forwarded by the FIT MR



	Process Improvements
	· Seeks advice from the Sample Manager and Factory Manager for the continuous improvement of sample room.

· Coordinates for the proper training for color mixing room personnel in operating the new devices/equipment that will be used in their daily jobs assignment.

· Ensures all equipments in mixing room are available and functional 

· Facilitates implementation of 6S and health and safety practices in the working area



	Leadership and Supervision
	· Manages the budget for the department to ensure that critical items and equipments are in place for efficient operations.

· Develops existing competency level of subordinates to respond to changing organizational needs and initiate skills or performance enhancement program of employees.

· Coaches, supervises, reviews and monitors the performance of subordinates and make recommendations on personnel movements, promotions and transfers.

· Monitors and enforces the compliance of subordinates to company policies. 

· Manages department staffing including workload distribution, hiring, development and conversely, letting go those who do not meet the company's performance standards.

· Approves and monitors overtime, leaves and official business (OB) pass to properly authorize staff requests.

· Ensures that appropriate safeguards for the team are in place and enforce safety and security procedures to avoid accidents and consequently, company’s loss time.
· Maintains the highest level of integrity and corporate ethical standards in its business dealings with people and organizations to ensure business control.

	Others
	· Actively participates in company’s drive for Continuous Improvement in all its business processes.
· Take an active role in building up good relationship with the community, civic and business organizations.

· Performs other functions that may be assigned for the achievement of the department and company goals.

· Submits monthly reports (performance and KPI)




	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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