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  Computer Integrated Machining, Inc.

Job Description

Production Planner
SCHEDULE:  
Monday-Friday 8:00am-4:30pm
JOB TYPE:
Full-time
PAY FREQUENCY:
Bi-Weekly
BENEFITS:
Medical
Paid holidays
401k
Vacation leave
Sick leave
DESCRIPTION:

The Planner will coordinate with the Sales & Production departments to build routing steps for manufactured parts. The Planner will also be responsible for creating purchase orders for material & outside processing vendors. They must also maintain a professional and positive attitude and focus on good customer service with our customers and suppliers
The nature of this position allows some access to confidential financial, business, and/or personal information. This individual must maintain and protect the privacy of this information and exhibit proper etiquette with the information.
DESCRIPTION DETAIL:

· Use ERP system (E2/Job Boss) to create and/or update routing steps for machined parts

· Work closely with Sales, Production, and Engineering departments to create and/or update routing steps in ERP system
· Review and create routing steps per the customers print and purchase order
· Send Request for Quotes (RFQ’s) to vendors for material and outside processing. 
· Create purchase orders and send to vendors
· Works closely with vendors on tracking open orders and provides updates to the Production and Shipping departments
· Complete Contract Review Form for new Purchase Orders
· Submits complete job package to Executive Administrator for job release

QUALIFICATIONS:  

· Planning, Engineering, Production Control or related discipline and 5 or more years’ experience in manufacturing/planning
· Progressive experience in planning, scheduling, and performance measurement
· The ideal candidate will be detail-oriented, self-motivated, able to work closely with all personnel, and exhibits good time management skills. Possess the ability to be accurate and systematic in approach, even when rushed.
· Proficiency with ERP Systems (E2, Job Boss, Macola, SAP, Pro-Shop)

· Ability to read blueprints.

· Ability to complete paperwork. 
· Excellent organizational and interpersonal skills

· Critical Thinking -- Uses logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems.

· Time Management -- Managing one's own time to maximize the production of parts.

· Work within all policies and procedures of the company. (Internal procedures, AS9100 requirements, etc.)
· Maintains a positive attitude and works well in a team environment
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