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	Company Overview

	
Hilton Manufacturing commenced business in 1976 and now operates from two modern factories, located in Dandenong, in the South-East area of Melbourne and one factory located in Queensland. Hilton Manufacturing is a family-owned business and is recognised as the foremost component manufacturer to the Trucking Industry, Defence Force, and Caravan industries providing services to all Australian Truck O.E.M.s and is the preferred supplier to Iveco, Mercedes, Kenworth, Volvo, MACK and Western Star. The company is also a preferred supplier to Defence and Caravan industries supplying all metal components including chassis, door frames and bumper bars. Hilton Manufacturing also supplies all of the Australian truck companies with aftermarket products.

Constant innovation drives the operations of the company and substantial resources have been devoted to this goal to ensure that Hilton Manufacturing's research and development remains the best in the industry. Our success is due to the ongoing commitment and dedication of our management, the foresight of our directors and the quality of staff employed.

As an employee, you have the opportunity and responsibility to contribute to the future success and growth of our organisation. Overall, Hilton prides itself on its history. However, past successes are no guarantee for the future. It is only by coordinated teamwork amongst all employees, staff and management that the company’s future will be secured.



	Purpose

	
The purpose of the Production Employee Role is to operate machines and equipment or perform other duties with minimal direction and supervision from the Supervisor or Team Leader, ensuring daily production tasks are completed as per schedule and in keeping with the role performance indicators.


	Key Accountabilities

	· Read job sheets and carry out set instructions (first off, in process checks and Process Control Planning).
· Work in accordance with Process Control Plans, and complete jobs on-time and to the required quality standards.
· Provide operator feedback to Supervisor or Engineers and be involved in resolution of production issues with supervision/management.
· Ensure your work area is clean and free from hazards and maintain safe work practices.
· Comply with workplace policy and procedures, and report workplace incidents and hazards.
· Partake and assist in Company training and development.
· Experience operating tools and machinery
· Follow the guidelines and procedures in accordance with the Environmental Management System.
· Have the ability to accurately measure parts and load and adjust equipment onto worktables.
· Understand and apply basic inventory control in the context of the production process.
· Prepare and polish the various tanks and components as requested to the required quality standard.
· Move controls to adjust, start, or stop equipment during polishing processes. 
· Remove completed work pieces from equipment or worktables, using hand tools, and place work pieces in containers or on pallets.
· Select abrasives and/or pastes, according to materials, sizes and shapes of work pieces, amount of stock to be removed, finishes specified, and steps in finishing processes. 
·  Inspect and mark defects for possible rework.
· Inspect tools prior to commencing work to ensure they are in safe working order.
· Assist with production in other departments as determined by the production schedule and employee skill level.
· Ensure processes, records and documentation are up to date and entered in Hilton’s Quality and System Management.
· Any other reasonable duties as directed by Management, this position description is not intended to be an all-inconclusive list and may vary from time to time in line with business requirements.
· Take reasonable care for your own health and safety and for the health and safety of others and cooperate with anything the employer does to comply with OHS requirements.


	Qualifications and Experience 

	
· Experience operating tools and machinery
·  Good problem-solving and communication skills.
· Ability to read and act on job sheets with understanding of ISO 9001 and ISO 14001 quality systems.
· Certificate 1 in Production or Engineering (preferred)
·  3+ years in a manufacturing business


	Key Internal and External Relationships

	
Build collaborative networks with internal and external stakeholders.

•	Finance team, Human Resources and Occupational Health and Safety team
•	Logistics Team
•	Procurement team
•	Workshop and Department Managers
•	All employees from MD to general members of the team
•	External customers, suppliers, buyers, regulartory bodies etc.




	Health, Safety & Environment (HSE)

	[bookmark: _Hlk146110771]Health, Safety &Environment (HSE) Responsibilities
All persons at a place of work have both a moral and legal obligation to ensure the safety and wellbeing of themselves and others and have a commitment to health and safety standards and environmental regulations.
Health safety & Environmental (HSE) Authority
All Hilton employees have the responsibility, and authority, to stop work activity that they believe presents an imminent risk to their own or someone else’s safety. An employee shall not be reprimanded for stopping a work activity where a legitimate and imminent HSE risk exists.
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