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	Donald Jeffery

425 Starbuck Crescent

Parry Sound, ON  P2P 2P2

Residence: 705.333.3333

Cellular: 705.444.4444

Fax: 705.555.5555

email:  


	Career Objective

Group Leader

	Profile

· Committed team player in supporting company objectives.

· Excellent working relations with warehouse staff; skill and experience as liaison between warehouse and office.

· Exceptional interpersonal skills; diplomatic and effective with customer relations.

· Proven ability to work with others to achieve a goal.

· Enjoy contributing to a team effort and creating a good working environment.

· Able to represent a company with a professional appearance and manner.

· Independent self-starter; disciplined, cooperative and a supportive team member.

· Develops relationships based on dependability and honesty.

	Work Experience

Anotech

Group Leader                                                                                         1994-2004
Leads, supports and prioritizes the activities of work teams and Team Facilitators.  Ensures that products produced meet the customer needs in the areas of cost, quality and delivery.  Ensures that a safe work environment is maintained at all times.  Participates in (and fosters) continuous improvement activities in support of the Anotech Production System.

Duties and Responsibilities

· Communicated with Group Leaders on opposing shifts concerning any work cell issues (crossover activities).

· Implemented and maintained all 5S activities.

· Worked with JHSC to conducts audits, identified safety issues and ensured legislative compliance.

· Communicated with maintenance department to ensure equipment was safe and preventative maintenance was conducted.

· Assisted manufacturing, engineering and quality control in establishing quality standards and checks.  Applied principles of SPC when appropriate.  Identified opportunities for common mistake proofing.  Translated control plans to in-process-control-sheets.

· Staffed work cells to “take time”.  Analyzed weekly/monthly production performance reports and initiated appropriate action.  Established and maintained Visual Factory Control, Kanban, JIT and Standardized Work as necessary.  Established and maintained shop floor discipline.

· Ensured that CMI (Trans 4M) was updated accurately and completed as required.

· Responsible for leading continuous improvement initiatives.

· Responsible for reduction of scrap, downtime, rework and overtime as established by both business plan and departmental targets.

· Monitored and recorded employee’s performance regularly and conducted probationary and annual Performance Appraisals on a timely basis.

· Monitored employee’s attendance on a daily basis.  Maintained accurate data concerning employee’s vacation requests, overtime, Magna and Medical days.

· Followed Anotech’s disciplinary procedures for employees who violated company policies and procedures

· Conducted weekly and/or daily shift meetings as required.

· Conducted OTJ training.  Identified and supported employee development and individual training needs.

· Performed other duties assigned by Management.

· Performed duties in accordance with all applicable Health, Safety and Environmental company policies and government legislation

· Performed duties in accordance with all applicable TS 16949 and ISO 14001 requirements.

	Education

Any College or University

List of Courses taken

OSSD, Sir Wilfred Laurier High School

	Professional Development

Any In-House Company Training

WHMIS Training

St. Johns Ambulance

First Aid Level III

Any Computer Programs


