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Job Description
Laser Print Room Supervisor
Working hours: 

Working hours: Rolling 8-hour shift pattern across 2 splits. To perform this role, you will be required to work 2 shift patterns:

Shift 1: 7.00am to 3.30pm 

Shift 2: 8.30am to 5.00pm 

During times of colleague holiday or high workloads you will be required to change shift days and times as needed. This will also include working additional hours either before or at the end of standard shift patterns. 
As much notice as possible will be given when changes to standard shift hours are required however due to the ad hoc and flexible production requirements you may be asked to work different hours with limited notice when unavoidable. 

Daily duties: 

· To manage workflow in Laser room ensuring mailing and production schedules are met. This includes liaising with data programmers to request work and pushing jobs through the factory workflow to ensure maximum capacity it being met throughout the production department 

· To operate personalisation lines (laser printers and ink jet) 

· Liaise with engineers to minimise machine down time including monitoring and review of service call times and effectiveness including service reviews on all machines. You will be required to attend review meetings with the Xerox service manager to look at past 3 months service call outs, identify re-occurring issues and address a solution with Xerox. You will also have to assess cost and time impact on KPM business   

· To identify training needs in the laser room for both new and current equipment and implement training solutions 

· To ensure adequate shift cover is planned and available to cover basic shift hours during times of full staffing levels.

· To monitor and maintain consumables and raw material stocks in the laser room

· To review work instructions and output times to improve efficiency and reduce costs  

Additional responsibilities: 

· To work in the main factory during times of low workload in the laser room 

· To help plan production shifts and liaise with the production manager to make sure workflow is checked and effective between production areas 

· To identify any issues that need escalating 

· To manage and maintain laser room house keeping 
To perform this role, the following skills would be advantageous: 

· Experience of operating Xerox Nuvera and Versant (3100 & 4100) laser lines
· Experience of operating AMS ink jet systems
· Familiar with Fiery front end software, work flow programmes  
· Good understanding of mailsort and machine automation requirements 

· Confident in all office products
· Experience in a Direct mail production environment

The role is based in Borough Green, Kent and is a permanent, full time position 
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