Production Planner

Reports to: Materials Manager
Department: Materials
Division: Midstate Machine – Maine
Accountability
Responsible for ensuring that MSM’s internal/external workflow stay on course to meet or
exceed customer commitments. This position engages in all aspects of assigned workload to
ensure that jobs are progressing on the appropriate timeline required to meet commitments to
our customer internal/external. Responsible for notifying Engineering, Manufacturing, Quality
and/or Sales of all issues that will potentially result in schedule slippage, allowing corrective
action plans to be initiated on a real time basis. Maintain accurate Production Control dates
that will be used by the Capacity Planner to determine actual workload for a specific time
frame.

Organizational Relationship
The Production Planner reports directly to the Materials Manager, receiving advice, counsel and
direction on issues related to all workflow and production control dates. The incumbent works
closely with all members of the organization to meet the operational needs of the business,
particularly as they pertain to ensuring commitments to customers are met, while
simultaneously ensuring that jobs stays on course to the Engineering/scheduled plan.

Principal Accountability
1. Monitor existing manufacturing plan performance utilizing Vantage and/or other manual
systems to ensure that all assigned orders are progressing on a predetermined timeline,
that will support customer delivery commitments.
2. Monitor actual production performance utilizing real time data versus targeted dates to
ensure internal flow rate supports targeted due dates.
3. Verify and/or revise Master Production Schedule for all assigned orders - in “Real Time”
to ensure MSM will meet customer requirements.
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4.

Work with the Purchasing Department to ensure Raw Material and Services will support
schedule requirements.

5.

Proactively identify and initiate all actions required for MSM to meet delivery
commitments made to our customers.

6.

Responsible for determining and maintaining realistic Production Control dates in real
time for all assigned orders. (PC date changes shall require approval from
the Materials Manager) Sales must be notified.

7.

Establishes and validates work schedules for secondary operations such as; inspection,
finishing and others as deemed necessary. Completion dates to be provided with
schedule.

8.

Reviews new orders for delivery dates and material requirements. Establishes
Production Control dates and communicates them to Sales on new/existing orders.

9.

Expedites and initiates rescheduling (internally and externally) as required to meet the
Production Control date.

10.

Expedites quality issues (PDR / SDR / QCR’s, etc.) to ensure real time resolution allowing
parts to return to process.

11.

Maintains a professional and personable relationship with all MSM staff, customers and
vendors, being responsive to their needs, as well as those of the company.

12.

Other duties as assigned by the Materials Manager.

Qualification Requirements
The requirements listed below are representative of the ability skills and/or knowledge
required:
a) Must be a persuasive communicator able to interact positively with co-workers, other
departments to accomplish assigned responsibilities.
b) Must possess a high degree of initiative and be self-motivated, able to work with minimal
supervision.
c) Must possess the ability and willingness to manage an infinite, ever-changing, level of detail
associated with his/her assigned workload.
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d) Must be Team oriented, possessing the ability to work cohesively with others to accomplish
assigned responsibilities.
e) Must be able to work in a fast-paced, multi-tasked environment.
f) Must possess excellent follow-up skills.
g) Associates degree or equivalent preferred.
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