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JOB DESCRI PTI ON

RESPONSI BI LI TI ES AND DUTI ES

Producti on nanager:

- is responsible for supervision of sales, marketing and
admi ni stration

- draws up the budget

- co-ordinates the production and sal es

- negotiates with custoners of the terns of sales

- carries on Price negotiations and deci des on the
prices and di scounts

Machi ni ng pl ant nanager:

- maintains the production in nmachinery in such |eve
that all accepted orders can be delivered

- is responsible for the material etc. orders, so that
abovenenti oned pace can be kept

- is responsible for the finishing tinetable of the
produut s

_is responsible for the quality of products

Assenbl y pl ant manager:

- maintains the proddction in joinery in such | eve

that all accepted orders can be delivered

- is responsible for the naterial orders..

- is responsible for the finishing tinmetable..

- is responsible for the warehouse of finished products
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Mai nt anance nmanager:

- is responsible for the nmachi ne- and equi pnment mai nt anance
so that the production keeps pace with accepted orders

-- is responsible for the orders of maintanance dept...
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Mar ket i ng secretary:

- takes care of customer contacts

- draws up production catal ogue and keeps it up to date
- makes sales letters, offers, orderconfirmations etc..
- takes general office duties related to narketi ng and
sal es

_ books the orders

Bookkeeper:

- accounting

- payroll cal cu&ation

- invoicing, payment contro

O fice assistant:

- preparing officework, such as checking tinecards and
recording themto the |l ot/batch in question

- calculates material costs

- stock axxounting

St ock keeper for the finished products:

- keeps the stock up to date (bookkeeping)

- is responsible for storing

- checks outgoi ng goods and conpares it with dispatchlist
(I'f ANC cannot find suitable personnel in time, factory can
enpl oy outsiders to-abovenentioned jobs.)
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SUGGESTI ON FOR STARTI NG SALES AND MARKETI NG
(4.
The basis for proposal is that the factory will becone
financially independent and profitnaking production unit
with financial interests.
PRI CI NG
n
Prices of comnparable products on the market nust be
charted before the final sales prices can be fixed.
So can’ the problens caused by under- and overpricing
be avoi ded. |
When this price comparision is carried out, we nust al so
keep in mind the comparision between price and quality.
Pi deEEs& f the factory are of high quality and it
can/wi || raise prices.
Al'l relevant production costs have been taken in the
cal cul ati ons when products are priced, because the
target is: that after two years the factory will be
responsible to pay all material and electricity costs
either to ANC or other suppliers. The factory cannot
expect the support |ast forever.
Prelim nary cost cal cul ati ons have been nade for sone
products. The cal cul ations are based on facts as foll ows:
1. Direct ahd indirect |abour costs
- average wage for fundi is 10 sh/h

" " " helper is 6 sh/h
_nH" workers in joinery is 8 Sh/h
- Personal costs are 30 %of the total salary
and they consist of
5.7 2 fOr annual holiday pay’



10 Z for sick days pay

'8.3 Z for saturday afternoons sal ary

6 Z for insurance COStS

rindirects costs are 25 Z of the total salary

and it includes the salaries for foremen and

mai nt anance

2. Material costs a have been calculated for al

material sithat is needed to manufacture one item

3. Ekectricity costs are 5000 sh/day and 51 sh/fundi hour
(it’s the result, when 500 is divided by the anout of
fundi sfin machinery and after that by workin hours per
day)
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4. Indirect costs for nachines etc. are . Z of

total costs

(see encl. 1)

When the cost itens per one product is conmpared with
each other, it can be clearly noticed, that the materia
and electricity are the biggest costs of the total.

It nust be renenbered that it’s nmuch nore expensive to
make short series than |long series. This nust be taken
into consideration in production plans and ai m at

| onger series.

Because the factory has financial interests, it nmust get
i ncomes al so from products which are manufactured for
ANC. These products could be sold at cost price.



OPERATI ONS | NCLUDED | N SALES AND MARKETI NG

It is extrenely inmportant to begin preparatory work for

the selling and marketing immdiately. Selling can be
started when we get the trade |icence, but in the beginning
of 1988 shoul d everything be ready for "the real start".
(See tinetable on page )

The marketing and sal e nmust be concentrated to few, naned
persons, who are tightly co-operating with each other

Only so the marketing can be organi zed properly. The production
and selling nust be co-ordinated so, that all accepted
orders can be delivered.

Custonmer contacts

It is better to start custoner contacts first by letter,
because | abour recourses are limted. Stages of customer
contact by letter are:

tIntroductioh letter%

y product catal ogue
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| Rejectioni

- factory send introduction letter and product
cat al ogue to potential custoner

oR

the customer nmakes inquiry straight to the factory
- on the base of inquiry factory nakes offer or
sends refusal letter

_ the custoner either rejects the offer or accepts
it by sending order

- factory sends orderconfirmtion



Orders All orders must be in witten. Orders and orderconfirmations
nmust include information of

- quality of product

- quantity of products

- price

- ternms of paynent

- tinme of delivery, terns of delivery

- possible specialterns

Potential custoner (in addition to ANC) of the facotry
are supposed to be

- school s, offices

- retailers

- private persons

- buil ders of new houses etc.

Later on will be decided on which ccstaners the factory
concentrates nost

I nvoi ci ng

The invoicing of orders will be carried out as agreed with

the customer, either cash paynent or by bank transfer or
conpar abl e net hod.

The invoi cing of ANC-orders must begin at the sane tine
as the actual selling(;5Q $$3tzii &auyyrfrtvftaeeeuagi pg
%vk4dur 3aut 3#&Yhewyaawwwf | nb6; ggEEY%IN5Pf or t he book
keepi ng reasons.

Accounti ng

The factory must have proper accounting of it’'s own in
order to follow incones and expenditures and to bal ance
the accounts at the end of the year

The factory nust al so have account opened with a bank

as soon as possi bl e.

Payrol | cal cul ation

The payroll calculation can be noved fromsite office to
the factory, where bookkeeper takes care of it. Wage system
will be as before.
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Storing and transportation

In the near future the factory needs nore storing room so
that it can produce |longer series and store finished
products for future orders.

Transportations will be b&hled as agreed with customer,
but because of the |ack of hauling equipment, it would
be better if at the beginning custoners arrange the
transportation thenselves (term of delivery: ex works/
war ehouse). If the transportation is arranged by the
factory, it should be neticed in pricing.

THE RESULT
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The factory manager is responsible for the results of the
year to ANC. He draws up budget for year 1988. The budget
has to be accepted by ANC. Bal ancing the accounts wil|

be madea on Jan 1989 and ANC deci des what to do with the
result (2 profit). sone of the

3hQ ALN .

profit nmould be given to factory, so that it can collet
sonme capital in order to buy rawmaterial, spareparts etc.
in the future. Also the continual costs (such as sal aries)
must be taken care of nonthly.



ORGANI ZATI ON
PRODUCTI ON MANAGER

MAI NTANANCE MARKETI NG AND H
MANAGER ADM NI STRATI ON
- marketing secretary
MACHI %84 NG PLANT
MANAGER

- bookkeeper

- office assistant

" ASSEMBLY PLANT
MANAGER

4 PRODUCTI ON
WAREHOUSI NG f or

fini shed products

" TRANSPORT

- stockkeeper



TI METABLE FOR OPERATI ONS CONCERNI NG THE MARKETI NG
AND ALL THAT IS I&LVED INIT

personnel nust be nanmed by ANC 30. 11. 1987
(producti on nanager, narketing secretary,
bookkeeper)

proper office prem ses for production 30.11.87
manager and adni ni strati on nmust be arranged

%

starting to sell the products as soon as the
trade licence is

r eady

account mnust be opened , 30.11.1987

product catal oque ready 31.12.1987

pricing finished "

bookkeepi ng arranged ready for start” "

ngl ,5 payroll calculation ™ ™ " * "

L ht

u VF narketing plan ready for the com ng year "
budget ready for the com ng year "

a’ storeroom for the finished products 30.11.1987
starting the whol e new system 1.1.1988
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