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JOB DESCRIPTION
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ROLE: Production Controller
LOCATION: Ruislip
HOURS: Monday to Friday, 2.30pm- 10.30pm

PRIMARY RESPONSIBILITY

To manage the flow of production efficiently and make arrangements for shifts accordingly.
SECONDARY RESPONSIBILITIES

· Establish clear organisation requirements, then conduct effective GAP analysis and implement suitable solution where appropriate.

· Give constructive assistance for the smooth rotation of the shift.

· Manage the flow of the production work and arrangement of the shift accordingly.

· Control the movement of out bound movement of stock.

· Keep monitoring daily procedures which includes,

· Updating computer data base
· In house leaflet folding using machines

· Allocation of stocks to assembly rooms

· Ensuring rotation of the production work

· Sending reports to the Manager

· Advise the flow of the production work and arrangement of the shift accordingly.

· Make sure Stock will be ready to be released in a minimum time period.

· If any discrepancies (short or Extra of labels/Product damaged during assembled) inform Team Leaders /Line Manager

· Updating out of stock reports. 

· Stock check reports (Daily basis / End of the week)

· Validating stock results, demand forecasting. Statically estimation and regression.

· Make sure allocation of stock is under the rules and regulation of licensing authority.

· Reporting Production Manager of any discrepancies.

· Health and Safety monitoring

 

KNOWLEDGE, SKILLS AND EXPERIENCE

 

· Knowledge and understanding of Standard Operating, Hygiene and Quality Procedures

· Good IT skills
· Ability to perform under pressure

· Clear verbal and written communication essential

· High attention to detail

· Ability to work on own initiative and in a team

· Ability to manage time well

· Ability to adapt to change
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