POSITION DOCUMENTATION FORM


SECTION I:
GENERAL INFORMATION

	Job Title: Officer Engineering

	Office: 
	Position will report to (indicate supervisor’s name): Manager Engineering Site: 



	Date: 
	Practice/Function: DPO

	Financial Size:

Revenue Budget: 
	Non Financial Size: 4 Engineering Operators


SECTION II:
POSITION RESPONSIBILITIES

1. Position Summary

 Describe the purpose of this position in two or three sentences

· Summarise this position’s general characteristics by describing the major functions and activities. By doing so the position summary should explain why this position exists

Provide and maintain machines, equipment, and services with minimum down time in order to ensure optimum usage and uninterrupted production schedule 

2. Primary Responsibilities

· Indicate this position’s primary responsibilities in their order of importance, the percentage of time associated & the measurement criteria for each responsibility. Although a given position is not limited to eight primary responsibilities, this is suggested as a guideline. Be brief and to the point in responsibility statements. Typically, each responsibility should represent a major category of work activity and each responsibility should be of sufficient importance 

	Responsibility
	Percent of time
	Measurement criteria

	1. Availability of machines, equipment and services

· Attend to breakdown, organise critical spares, study equipment and with frequent breakdowns as well as suggest remedies, modify and develop machines for higher efficiency and manage change control for all machines, equipment and services at Aventis Goa site to ensure minimum down time of these machines, equipment and services 

	40%
	Machine down time

	2. Preventive maintenance

· Plan and execute preventive maintenance with the help of internal and external resources for machines and equipment as per the preventive maintenance schedule for the Aventis Goa site to ensure that these machines and equipment work efficiently with least breakdowns


	20%
	Preventive maintenance plan

	3. Calibration and Validation

· Calibrate and validate machines, equipment and building management systems to ensure validated status and comply to all Statutory and GMP requirements


	20%
	Calibration schedule

	4. Budget 

· Forecast budget, requisition spares, services and AMCs as per budget Control and report expenditure to ensure that cost is maintained as per budget  while delivering quality engineering services to the site


	10%
	Plan V/s actual expenditure

	5. Audits

· Conduct self audits and maintain documentation for all equipment, machines and services for Aventis Goa site to ensure audit preparedness for any internal or international cGMP/EHS audit or any statutory audit

	5%
	No Non Compliance

	6. Training Of subordinates

· Ensure multi-skilling, conduct job rotation and train subordinates on the job in order that there is multi-skilling of manpower and improvement in productivity

	5%
	Customer Feedback


SECTION III:
KNOWLEDGE, SKILLS, ATTRIBUTES, EDUCATION, AND EXPERIENCE

 Knowledge and Skills Required:

 List the minimum knowledge and skill required for an employee to be considered fully competent in this position

 Examples of knowledge include knowledge of mortality tables creation, financial statement analysis, market pricing, etc

 Examples of skill include quantitative skill, ability to negotiate, communication skills, specific PC hardware/software skills, etc.

	Knowledge


	Skill



	1. Knowledge of energies, instrumentation, and maintenance skills

	1. Interpersonal Skills

2. Multi-Engineering skills


2. Basic Core Competencies:

Identify and repair faults in equipment with maintenance engineering skills

3. Education and Relevant Experience:

Indicate the minimum education and relevant experience preferred to perform this position’s responsibilities

Equivalent Education and Relevant Experience

 Diploma in Engineering (mechanical, Instrumentation or electrical)

 3 Years of relevant experience

SECTION IV:
WORKING CONDITIONS AND PHYSICAL DEMANDS

 Describe the working conditions and physical demands that affect this particular position in the appropriate column

The position is based ​​​​​​​​​​​​​​​​​________________and involves limited industrial risk

Decision making

- Partial 

Problem solving

- Routine

External Interaction
- 10%
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