Job Description: Continuous Improvement Co-Ordinator                                  [image: ]

	[bookmark: _GoBack]SECTION 1 – IDENTIFYING INFORMATION

	Job Title
	Continuous Improvement             Co-Ordinator
	Department
	Operations

	Function
	Continuous Improvement
	Site
	Fakenham

	Date
	January 2021
	Approved by
(Manager)
	Vikki D’Averc




	SECTION 2 – JOB SUMMARY

	
	· To support & sustain the existing Management Control System by providing hands on approach to Factory departments in improving performance & acting as a change agent. Achieve improvements within the Company’s safety, environmental & quality frameworks whilst developing team work & a C.I. culture.
· Operational duties include coaching staff, day to day problem solving activities & auditing key processes within the Management Control System.
· Departmental administrative duties including compiling reports, assisting in data collection & analysis, & presenting information in a clear and concise manner. 
· Departmental support may include off-line training, coaching & hands on methods of practical support, guidance & delivery in C.I. techniques and application. 
· To develop existing processes & assist with the introduction of new working practices, lean techniques & new site technology (working closely with multi-disciplinary teams).
· Support in the development & implementation of improvement plans with the factory management team.
· Provide practical support to factory in relation to problem solving & efficiency improvements. Play a key role in resolving manufacturing & supply chain issues using problem solving techniques. 
· Full flexibility of working hours is required in order to deliver all of the above within a 24/7 manufacturing environment.








	SECTION 3 – KEY ACCOUNTIBILITIES
	% OF TIME

	Safety, Quality, Hygiene, Operational:
· Support a culture that enhances behavioural awareness to reduce accidents & near misses.
· Ensure that new working practices take into account quality, safety & hygiene & develop existing working practices to improve them.
· Working closely with the site to develop & implement solutions & permanent corrective actions. Support Root Cause Analysis reviews to supplement this.

	10%

	People Management:
· Lead by example, coach & motivate all members of the site team in Lean & C.I. approach.
· Co-ordinate change activity. Undertake the training of others as required.
· Competent at managing multiple stakeholders across several functions & bringing them together to achieve success.
· Ensure that change processes are “hard wired” through the deployment of training & SOP implementation.
· Identify own training needs & with Manager agree a time plan for achieving this.

	20%

	Continuous Improvement:
· Drive a balanced approach to improvement to cover Safety, Quality, Cost, Delivery & Morale equally.
· Champion standardisation of processes & format. 
· Contribute to CI projects from ideas generated by self & the wider site team. 
· Encourage the teams to highlight issues & come up with long term solutions to support the operational improvements.
· Responsible for helping to achieve Operations & C.I. objectives assigned. 
	30%

	Communication:
· Actively support site wide briefings & communications relating to C.I. in a positive manner.
· Establish working processes which encourage the sharing of best practice to create a focus on C. I.
· Create & maintain systems for the tracking of data & project management.
· Promote C.I. through different forms of engagement – workshops, huddles, TV, notice boards, newsletter, conversation etc.
· Present, train & coach teams or individuals as required. 

	40%



	SECTION 4 – EDUCATION & EXPERIENCE

	Education Level (i.e. Degree, Prof. Quals., etc)
	6∑ Green Belt or proven experience
Project management exposure or Project Lead
Highly Proficient in Microsoft Office programs

	Experience (i.e. Relevant experience, Industry Experience, Management level experience, etc)
	3 years FMCG experience with demonstrated ability to implement change 
Strong administrative skills
Some working knowledge of: 5S, SMED, Root Cause Analysis, SIC, OEE & other lean techniques 
Front line Manager experience of leading people or working within a team

	Key Capabilities & Characteristics (Interpersonal skills, specific competencies, specific skills, etc)
	A positive attitude, open to change, a proactive approach & a passionate attitude to success.
Trustworthy & honest.
A result orientated individual with adherence to high standards & C.I.
A passion for data & systems improvements.
Work to a high degree of accuracy & detail.
An excellent time manager with an adaptable & flexible approach, being very responsive when operating at all levels within the organisation.
Excellent communicator at all levels. 
Able to positively influence internal & external customers, staff & Senior Management/Leadership teams with confidence in own ability.
Ability to cross between Lead, Manage & Coach styles & modify approach according to the situation.
Lean approach to daily tasks & activities.
Capable of working hands on as part of a Factory Management Team with the ability to facilitate shift teams to think & work differently.
Good communication & report writing skills. 
Ability to understand manufacturing environments & processes.
Self-motivated with a ‘can-do’ attitude & a hands on approach. 
Understanding of costings, KPIs, commercially aware. 




	SECTION 5 – DIMENSIONS & SCOPE

	Budgetary Responsibility;
None
	Direct/Indirect Budget
N/A
	Size/Amount
N/A
	

	Other key dimensions/measures of success.
(.e.g. sales, products, SKUs, reports, invoices, etc
Please put description & numbers)
	

	SECTION 6 – CONDITIONS OF ROLE

	State any conditions for role
(e.g. Travel requirements, site specific/multi-site, Physical conditions i.e. Hot/Cold, indoors/Outdoors, hazardous, etc)
	Fakenham based. 
Occasional travel to other Hain Daniels Sites & relevant suppliers / OEMs as required




	SECTION 7 – POSITION IN ORGANISATION

	Peer Positions (list below)
	Team Size (if none put 0)
	0

	General Manager
	
	

	C.I. Manager
	Reports to (Job Title)
	C.I. Manager

	C.I. Co-ordinator
	
	




	SECTION 8 - SIGNATORIES

	Job Holder Signature
	
	Manager Signature
	

	Name
	
	Name
	

	Date
	
	Date
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