
 

SUNSHINE HOUSE INC. 

Our Mission: 

Sunshine House Inc. is a diverse community service organization whose purpose is to 

achieve full participation in society of people with special needs. 

JOB DESCRIPTION: Director of Production 

Department: Production 

Reports to: CEO 

Updated: July 6, 2018 

Full-Time, Exempt Position with Benefits 

Summary: 
As a key person on our senior management team, the Director of Production oversees our entire 

production department, with the goal of ensuring efficiency and profitability in production operations 

while ensuring clients in our community who may be challenged in a traditional employment 

environment, are afforded the opportunity to grow, develop and succeed. This position is responsible 

for sales and marketing, job setup and day-to-day operations, quality control, and customer relations.   

Duties and Responsibilities 
1. General Management 

a. Develop and write organizational best practices for production policies in collaboration with 
other senior management leaders. 

b. Create and maintain a positive work environment for staff and clients. 
c. In conjunction with the CEO and the Production Supervisory Team, focus on growing and 

expanding the production services provided by Sunshine House as well as the number of 
jobs and contractors. 

d. Attend trainings to keep abreast on changes in rules and regulations as well as getting great 
ideas from different agencies, etc.   Ensure that information is shared with staff when 
appropriate. 

e. Establish divisional goals and metrics, prepare statistical reports, written plans and 
documents. 

f. Attend Board Meetings and provides programmatic updates. 
g. Responsible for the production division budget. Monitor revenues and expenses, and 

analyze and provide explanations for variances. 



h. Serve as the point person for all departmental cross training. Ensure team members are 
trained in appropriate areas.  

 
2. Oversee Production, Facilities, and Ground Maintenance. 

a. Stay current with DOL laws and regulations, submit renewal forms when required.  Keep 
abreast of sub-minimum wage laws and make sure we are in compliance.  

b. Procure sufficient jobs for SHI clientele.  Make bids for jobs based on profit percentages, 
Department of Labor laws, and accurate costing. Actively engage in sales activities. 

c. Maintain a working relationship with current and prospective customers; negotiating job 
quotes and contracts, making sure quality and productivity expectations are met.   

d. Manage and maintain shipping and receiving with in-coming inspection, make sure quality 
finished product is shipped properly and timely. 

e. Develop production schedules.  
f. Ensure proper documentation (packing slips, invoices, etc.) is completed and maintained for 

all orders in a timely manner. 
g. Perform time studies and assign codes for all steps of all jobs performed by clients.   
h. Ensure the accurate payment of all employees for the work produced.  Make sure clients get 

fair and equal opportunities to work and reach personal goals. 
i. Work in conjunction with Production Supervisors, Lead Workers, and Pre-Vocational staff to 

ensure clients are having an exceptional experience in their employment at Sunshine House.  
j. Maintain the production equipment in good working order; make recommendations for 

production equipment purchase. 
k. Implement Lean Management principles throughout the production floor including looking 

at efficiencies, documentation of processes and Best Methods, fact based problem solving, 
implementation of 5S and Kaizen practices, continuous improvement and other actions as 
beneficial to the organization. 

l. Provide oversight to the facilities and ground maintenance teams. Ensure all team members 
are receiving support necessary to be successful.  
 

3. Oversee Production Personnel 
a. Consistently coach and mentor all production staff. Complete formal performance 

evaluations with input from Production Supervisors. 
b. Oversee daily production meetings. 
c. Oversee staff assignments and approve PTO.  Hires new staff as appropriate. 

    
4. Senior Management Team 

a. Participate in organization wide events including, but not exclusively, Annual Meeting and 
Cornfest. All full time exempt staff are expected to work at these events unless they have 
been excused by the CEO in advance  

b. It is crucial that this position work in tandem with Director of Prevocational Services to 
ensure client goals and needs are met including training, job experience, wage and other 
goals as they are defined. 

c. Serve as an organizational (not just a departmental) leader. While each departmental leader is a 
voice for their area, decisions at the Senior Management level are to be made on what is best for 
the organization as a whole. 
 

5. Other duties as assigned by CEO 
 



Skills and Specifications 
 Background in production best practices, lean manufacturing, and other process improvement 

techniques. 
 Ability to effectively run multiple projects within the organization. Formal project management 

training preferred.  
 Be an effective organizational leader with excellent communication skills.  
 Competent computer skills including Excel, Word, Quick books, Payroll systems (both client and 

staff), G Suite, and email. 
 Ability to grasp complex concepts easily and make decisions in a decisive manner.  
 Ability to operate in a systematic and logical manner. 
 Ability to maintain confidential information and display good judgment. 
 Deal effectively with people at all levels of responsibility including visitors, clients, staff, volunteers, 

and customers. 
 Ability to attend to multiple tasks throughout a work day, coordinating multiple priorities and 

schedules accurately. 

Education and Qualification 

 Associate’s degree in business operations or production management required. Bachelor’s degree 
preferred. 

 Minimum 5 years of related industry experience required, preferably in a progressive manufacturing 
environment.  

 Experience leading others. Senior level management experience preferred. 

 Formal project management training preferred.  

 Experience with lean manufacturing principles. Lean Six Sigma or ISO certification preferred.  

Physical Requirements 
Based on the portion of a typical work shift  

Amount of time “Under To 
Over” 

Rarely 
(0-10% of 
workday 

Occasionally 
(11-33% of 
workday) 

Frequently 
(34-66% of 
workday) 

Continuously  
(67-100% of 

workday) 

Stand   X  

Walk   X  

Sit   X  

Reach with hands and arms   X  

Climb or balance  X   

Stoop, kneel, crouch, or crawl  X   

Talk or hear    X 

Is this position required to do lifting?  Yes  

If yes what percent of the time?  Rarely 

Amount of time Under To Over Rarely 
(0-10% of 
workday 

Occasionally 
(11-33% of 
workday) 

Frequently 
(34-66% of 
workday) 

Continuously  
(67-100% of 

workday) 

Up to 10 pounds   X  

Up to 25 pounds  X   

Up to 50 pounds  X   

 



Amount of time “Under To Over” Rarely 
(0-10% of 
workday 

Occasionally 
(11-33% of 
workday) 

Frequently 
(34-66% of 
workday) 

Continuously  
(67-100% of 

workday) 

Work near moving mechanical parts   X  

Exposure to blood borne pathogens X    

Hazardous waste X    

Fumes or airborne particles  X   

Toxic or caustic chemicals X    

Outdoor weather conditions  X   

 


