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	Job Title
	Production Planner 
	Date:
	August 21, 2017

	Reports To:
	Yarn Plant IC/ Planning Manager
	Department:
	Planning & Inventory Control Department

	Location:
	Anderson, SC
	FLSA Classification:
	  Exempt



	Position Summary


Entry Level position that is responsible for the day to day scheduling of production and raw materials. If selected, you will be joining a team work environment in a vertically integrated company. You will focus on meeting ship dates for internal and external customers. 
	Position Responsibilities- Essential

	· Maintain daily inventory report for internal customer
· Communicate and release raw materials from supplier
· Generate Production orders and schedule on planning system
· Receive raw materials inventory into ERP system
· Perform capacity planning activities
· Track completion status of products 

· Verify WIP and other inventory SKU’s

· Identify and correct inventory errors

· Coordinates and directs production plans and schedules with a team of managers and other functions of operations. 


	Essential Skills and Experience


· 4-yr Bachelor’s degree in Business, Supply Chain Management, or related field 

· Well Organized and detail oriented

· Effective communication skills, both verbal and written

· Must possess solid analytical skills in forecasting and anticipating production needs and capabilities as well as the ability to solve practical problems and deal with a variety of changing situations under stressful circumstances.

· Ability to compile data sets, analyze, and propose appropriate actions based on data.

· Proficient in Microsoft Excel
	Mental & Physical Demands- ADA Guidelines

	Physical Demands

	Stand
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Walk
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Sit
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Handling
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Reach Outward
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Reach Above Shoulder
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Climb
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Crawl
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Squat or Kneel
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Bend
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A


	Lifting Requirements

	10 pounds or less
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
 Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	11 to 20 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	21 to 50 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	51 to 100 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	> than 100 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Pushing and Pulling Requirements

	12 pounds or less
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	13 to 25 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	26 to 40 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	41 to 100 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	> than 100 pounds
	 FORMCHECKBOX 
  Constantly
	 FORMCHECKBOX 
  Frequently
	 FORMCHECKBOX 
  Occasionally
	 FORMCHECKBOX 
  N/A

	Definitions

	N/A   
	Not Applicable
	Activity is not applicable to this occupation

	O
	Occasionally
	Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)

	F
	Frequently
	Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)

	C
	Constantly
	Occupation requires this activity more than 66% of the time (5.5+ hrs/day)


The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment nor does it alter your at-will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.

Print Employee Name


Employee Signature


Date Signed

Print Manager/Supervisor Name
Manager/Supervisor Signature

Date Signed
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