NON-EXEMPT

POSITION DESCRIPTION

Ohio Willow Wood Company

Position Title:  
Materials Coordinator



Date Completed: 06/27/2018


Department:
Alpha

Pay Band:
NE-2





Summary:

This position is responsible for monitoring inventory levels and writing and submitting purchase requisitions for the Alpha department.  This position is responsible for tracking and issuing materials for manufacturing as well as for maintenance of manufacturing equipment.  This associate is responsible for collecting, sampling, stocking, and storing material after it has been received by the plant.  This associate is responsible for managing inventory levels within specified guidelines.  Other duties may be assigned as needed.

Essential Responsibilities:
The essential responsibilities of this position include, but are not necessarily limited to, the following:


- Monitoring inventory levels and reordering when triggers are met

- Write and submit all purchase requisitions for the Alpha department
-Navigate sublimation app, print, cut and file all dye subs, along with preforming basic printer maintenance

-Verify all oil deliveries meet proper testing standards prior to filling underground storage tank and/or poly tanks in warehouse


- Track and issue materials to manufacturing using FIFO methods

- Collect, sample, stock, and store material after it has been received

- Manages inventory levels within guidelines

-Manages spare parts inventory for manufacturing equipment in the Alpha department.


-Operate forklifts and pallet jacks


- Perform incoming raw material inspections according to work instructions


- Manage daily picklist and deliver products to production floor as needed

- Other duties as assigned by supervision and required within the facility

Essential Skills Required:

This position requires the ability to learn Sage X3 ERP or similar MRP/ERP system.  Interpersonal skills to communicate with all levels of management. The ability to sit or stand on concrete floors for extended periods is required.  A high school diploma or equivalent educational achievement is required; must have ability to read and write at least at a 10th grade level.

Physical Demands of the Job:

How much on-the-job time is spent in the following physical activities? Show the amount of time by checking the appropriate boxes below. 

 

   
      Amount of Time 

          




None     
Under 1/3      
1/3 to 2/3     
Over 2/3 

Stand  






X




  

Walk    
 





X






Sit       
 







X




Use hands to finger, handle, or feel




X




Reach with hands and arms  
 




X




Climb or balance  
 



X






Stoop, kneel, crouch, or crawl  
 


X






Talk or hear  
 




X






Taste or smell  
 


X








Does this job require that weight be lifted or force be exerted? If so, how much and how often? Check the appropriate boxes below. 

       Amount of Time 

                                                     None 
 
Under 1/3      
1/3 to 2/3     
Over 2/3 

Up to 10 pounds  



X




 

Up to 25 pounds  



X




 

Up to 50 pounds  



X




 

Up to 100 pounds                      
X






        

More than 100 pounds

X






 

Does this job have any special vision requirements? Check all that apply. 

__X_ 
Close vision (clear vision at 20 inches or less) 

____ 
Distance vision (clear vision at 20 feet or more) 

__X_ 
Color vision (ability to identify and distinguish colors) 

____ 
Peripheral vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

__X_ 
Depth perception (three-dimensional vision, ability to judge


distances and spatial relationships) 

__X_ 
Ability to adjust focus (ability to adjust the eye to bring an


object into sharp focus)

____ 
No special vision requirements.

Work Environment:

How much exposure to the following environmental conditions does this job require? Show the

amount of time by checking the appropriate boxes below.   

                                                                                                 Amount of Time 

  
None 

Under 1/3 
1/3-2/3

Over 2/3

Wet or humid conditions (non-weather) 
X






 

Work near moving mechanical parts  




X


 

Work in high, precarious places  
X






 

Fumes or airborne particles  






X
 

Toxic or caustic chemicals 


X




 

Outdoor weather conditions  
X






 

Extreme cold (non-weather)  
X






 

Extreme heat (non-weather)  
X






 

Risk of electrical shock  
X






 

Vibration  
X






 
How much noise is typical for the work environment of this job? Check the appropriate level below. 

____ 
Very quiet (examples: forest trail, isolation booth for hearing test) 

____ 
Quiet (examples: library, private office) 

X___
Moderate noise (examples: business office with computers and printers, light traffic)

____ 
Loud (examples: metal can manufacturing department, large earth-moving equipment) 

____ 
Very loud (examples: jack hammer work, front row at rock concert)

The preceding job description documents the general nature and level of work but is not intended to be a comprehensive list of all activities, duties and responsibilities required of job incumbents.  Consequently, job incumbents may be asked to perform other duties as required.





_______ 






Manager Approval/Date



Executive Approval/Date
HR Approval/Date

