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Position Title City, State Length Stipend

AL - Marketir\g Operations Intern McCalla, AL
AL - Production Assistant
IN - Production Assistant
IN - Quality Control Intern

12 71 $19.00/Hour
Jeffersonville, IN

Job Descriptions / Academic Background

[AL - Marketing Operations Intern]

- Manages and maintains an established customer base.

- Documents customer orders in an accurate and timely manner and provides information as necessary to other
departments/individuals within the organization to ensure high-quality customer service.

- Identifies current/potential customer and/or vendor complaints and communicates effectively with colleagues and customers to
resolve them according to company policy.

- Keeps management informed of all activity, including timely preparation of reports.

- Monitors and researches market trends and then documents findings to present to colleagues.

- Analyzing the sales numbers by the customer, vendor, or material specification in order to forecast future sales and purchasing
amounts.

- Contributes to team effort by preparing documents as needed by colleagues.

- Visits customer and/or vendor locations as necessary to maintain effective working relationships.

- Manages time well in order to complete tasks within the allotted time. Files necessary documents in a way that allows them to be
referenced easily.

- Addresses customer and/or vendors concerns and inquiries in a timely manner.

- Exhibits polite, courteous behavior to customers and coworkers, maintains a neat appearance and possesses strong work ethic
and self-motivation.

- Additional duties as requested by Management, such as, but not limited to, community volunteer work, department workshop,
and customer events

[AL - Production Assistant]

<Position Summary>

The Production Intern is responsible for learning and supporting production management in various lines including Annealing,
Pickling, Drawing, and Logistics. This role involves understanding production processes on each line, assisting in production
scheduling and resource management, monitoring line progress, preparing reports, and collaborating with managers to ensure an
efficient production environment.

<Essential Functions Statement(s)>

1. Assist and understand production processes in the Annealing, Pickling, Drawing, and Logistics lines, grasping the unique
requirements of each line.

2. Assist in distributing production schedules, providing loading and unloading materials onto holders for processing to facilitate
efficient production planning.

3. Prepare various detailed production reports for upper management.

4. Review production schedules to determine material requirements or real priorities

5. Confer with department managers to assess progress and discuss necessary changes.

6. Arrange for delivery, assembly, or distribution of supplies or parts to expedite the flow of materials and meet production
schedules

7. Maintain inventories of materials or supplies necessary to meet production demands

8. Promote safety to all team members, customers, and suppliers.

9. Maintain inventory control through thorough checking and documentation of all listed items.




10. Take regular inventory counts and develop variance reports.
11. Other duties as assigned by Management.
*The company reserves the right to add or change duties at any time.

[IN - Production Assistant]

1. Assist preparation and distribution of production schedule to departments

2. Prepare various detailed production reports for upper management

2. Review production schedules to determine material requirements or real priorities
3. Confer with department manager to assess progress and discuss needed changes

[IN - Quality Control Intern]

1. Assist document management of production procedures and system regarding Production Department

2. Assist to conduct sample tests and inspections for compliance with standards and customer requirements
3. Assist to develop, recommend and monitor corrective and preventive actions

4. Other Duties assigned
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