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HERITAGE ENVELOPES LIMITED

JOB DESCRIPTION

	Job Title
	MACHINE MINDER

	Location
	BLACKBURN

	Reports to
	SHIFT MANAGER

	Post number
	


	Aim: To assist the Setter in ensuring the smooth running of the day to day operations in order to fulfil business needs and targets; maintaining quality standards and general safety at all times.




	Main duties and responsibilities

· Examine and inspect envelopes in order to ensure that envelope and packing specifications are met. 

· Follow product, packaging, and order information on specified forms.

· Mark and label boxes. 

· Place products into boxes. 

· Seal boxes, using fasteners, shrink wrap then place on pallet truck 

· Remove completed products into specified area i.e warehouse. 

· To maintain a clean and tidy area (work, changing room, canteen etc) .

· To wear personal protective Equipment at all times within the production area.

· Carry out training commensurate with the area including regular refresher/update training as and when required.

· Meet H&S regulations of the site at all times.

· To behave in a safe and appropriate manner at all times.

· Adhere to all company rules and policies.

· To maintain high levels of work performance including attendance, timekeeping etc.

· To assist in other areas as and when required.

· Conduct yourself in a responsible and courteous manner at all times

· Have a co-operative and enthusiastic approach at all times

· Good level of efficiency

· Reasonable communication skills

· Respectful and helpful attitude.

· Team Player

· Undertake any other reasonable duties as and when required by the company.




Please email our HR Manager Anita.golds@heritage-envelopes.co.uk with your full CV and covering letter.

