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	JOB IDENTIFICATION



	Job Title
	TEAM LEADER – Replacement
	Job Level
	

	Division
	
	Company
	FIT

	Department
	PPIC
	Revision Date
	

	Section
	Replacement Area
	Reports To
	Loading Supervisor

	Name of Jobholder
	
	Personnel Managed/ Supervised
	Yes 

	JOB SUMMARY/OBJECTIVE

	The position is responsible in ensuring all printing damages caused by the production are quantified and identified accordingly as basis for the requisition of fabrics for it to be replaced based on the given lead time. It is also the responsibility of the position to establish a procedure on how to process the replacements under circumstances such as problems regarding the fabric shading, unavailability of fabric stocks and other related problems that may cause delay in processing the replacements.




	JOB SPECIFICATIONS



	EDUCATIONAL ATTAINMENT REQUIRED
	College level

 

	MINIMUM EXPERIENCE REQUIRED
	No experience required 

	COMPETENCIES REQUIRED (Knowledge/Skills/Abilities/Attitude/Observable Behaviors)
	· Must have good color perception 

· Must be detail oriented and has the ability to work in a fast-paced environment 

· Responsible in keeping data/records

· With a high sense of urgency

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

· Must be able to communicate with the different level of organization

· Good analytical skills

· With a high sense of initiative
· Must send report on time

· Must be responsible 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 to production setting and occasional travel from workstation to other factories. 


	WORKING RELATIONSHIPS



	Directly Supervised
	Loading Supervisor 

	Indirectly Supervised
	None 


	KEY RELATIONSHIPS



	Internal Contacts

	INTERFACE
	POSITION
	PURPOSE

	QC department
	QC personnel
	Coordinates with QC personnel on the status of pending bundles due to printing damage

	PPIC
	Scheduler, PPIC Supervisor 
	Coordinates with PPIC-Supervisor/Scheduler for the updated loading schedule for production.



	Production department
	Printing Supervisor, Printing Team Leader, Printing Operator
	Endorses bundles for replacement to production supervisor. Coordinates with Production Supervisor on the status and concerns of pending bundles that need to be replaced.

 

	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.

	

	External Contacts

	INTERFACE
	POSITION
	PURPOSE

	Factories
	Material Coordinator, Loading Supervisor, Production Coordinator (Farm In/Out)
	Coordinates with factory personnel on requested fabrics and clarifies fabric shading concerns/issues

	
	
	


	ACCOUNTABILITIES



	RECORDS/REPORTS MAINTAINED

· Replacement Tracking per month

· Fabric damage  Request  slip

· Daily Replacement Report 

	EQUIPMENT MAINTAINED

· Cutter

· Knife

· Computer
· Cutting Gloves
· Scissors
 


	DUTIES AND RESPONSIBILITIES



	FUNCTIONAL AREAS
	STATEMENT OF TASKS AND ACTIVITIES

	Fabric Replacement
	· Receives printing damages (PD) and bundles with lacking quantity from QC, and ensure Printing Damage Record is properly filled out 

· Records necessary information  such as style, color, farm in date, original and printing damage quantity in the Replacement Logbook and summarizes it per style

· Prepares SIS form and seek its approval for fabric requests to factory

· Conducts re-cutting of fabrics based on the information from the temporary bundle cards 

· Endorses the bundles for replacement to Production.

· Reports daily fabric replacement status and concerns to immediate superior

 

	Pending bundles Monitoring
	· Checks printing schedule and daily BCS tracking to determine which PO’s need to be prioritized

· Updates Replacement record for tracking purposes

· Coordinates daily  with QC personnel on the update and status of pending bundles 



	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








Page 1 of 6
Human Resource and Compliance Management Division


