
 

 

Job Description:  Supervisor Trainee 
 
PL 5 Non-Exempt.   
 
Position reports directly to Manufacturing Manager 
 
Job Duties and Responsibilities: 
 
The Supervisor Trainee position is responsible for learning all aspects of the shop floor 
and assisting and providing resources to the day-to-day operations of SRP.  This position 
is one that will likely be varied from day-to-day, covering a variety of areas/topics.  The 
key three areas of focus are:  safety, quality, and efficiencies.  As a salary member this 
position will be required to perform many different job duties.  However, the position’s 
primary responsibility is centered in the manufacturing arena and is intended to grow an 
individual into a competent supervisor for the manufacturing process.  There is no way to 
capture all the duties and responsibilities required for salary members, this is a mere 
guideline as to general role of this position. 
 
Duties: 
  

 Adhere to all company policies and procedures. 
 Within first 60 days on the job must complete the Salary Training 
Program. 
 Within first 90 days on the job must know, and demonstrate knowledge of 
the, CBA, Quality and ISO Policy manuals, and Employee Policy Manual. 
 Within first 90 days on the job must demonstrate fluency in JD Edwards 
activities, to include properly moving material and properly closing out Work 
Orders. 
 Assist Quality in Auditing and other quality functions, to include spot-
checks and First Gasket Verifications. 
 Support Manufacturing Supervisors and Scheduling to ensure plan is 
being followed and accomplished. 
 Assist in communications from management and supervisors, as well as 
wage team.   
 Assist in all aspects of the shift’s manufacturing processes. 
 Assist Supervisors in the handling of personnel issues including, but not 
limited to, attendance, vacation scheduling, scheduling of overtime, call-ins, 
production percentages, and disciplinary needs. 
 Verify throughout the shift that team members are producing to the 
quantity and quality of work scheduled them and that the proper press set-up and 
SOPs are being followed. 
 As required, generate production and other reports required by the 
Manufacturing Manager/Management. 
 Assist Supervisors and/or the Manufacturing Manager in coaching and 
training meetings. 
 Assist in reporting, recording and even developing of metrics and 
measurables for the manufacturing floor.  
 Assist in the communications between Supervisors and others during shift 
changes to ensure a smooth transition from shift to shift. 



 

 

Duties (cont’d): 
 

 Participate in and address employee issues and disruptions within the area. 
 Cover for other Supervisors as required, which will require off-shifts. 
 Other duties as assigned. 

 
 
Requirements: 
 

 College degree in Industrial Engineering, or similar, a plus.  High School 
diploma required.  Computer skills also a plus.   

 Must possess general mechanical aptitude along with strong math skills.  
 Must possess good reading, listening, strong communications and writing 

skills 
 Must be multi-task oriented and able to make sound business decisions. 
 Must possess the desire and ability to work with others – Team Player 
 Must be physically fit – job requires, among other things, walking, 

climbing, sitting, bending, stretching, lifting up to 25 pounds, performing 
in hot work environment, speaking English, good hearing, and good 
vision. 

 Ability to separate personal decisions from business decisions.  Support 
business decisions in a positive way. 

 Must be self-motivated and possess the ability to motivate others, having 
the ability to get things done working with and through people. 

 Must possess a positive, “can-do” attitude and constantly display such. 
 Be able to take on assignments, as well as make and delegate assignments. 
 Must maintain flexible working hours. 

 
 
 
 
 

 
Specification Rubber Products is an Equal Opportunity Employer committed to providing 

equal employment opportunity in all employment practices. Specification Rubber 
Products will not discriminate against any applicant for employment because of their 
race, color, religion, sex, national origin, age, disability, veteran or service member 

status, marital status, or any other category 
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