& TEXTON, INC

e JOB DESCRIPTION FORMAT
TITLE: EFFECTIVE DATE:
FINAL ASSEMBLY APRIL 10, 2000
DEPARTMENT: REPORTS TO:
MADERA DEPARTMENT DEPARTMENT TEAM LEADER
SUMMARY OF FUNCTIONS:
¢+ PERFORMS FINAL ASSEMBLY PROCESS FOR ALL BLINDS FABRICATED IN THE
MADERA DEPARTMENT

¢ PARTICIPATES IN THE PREVENTIVE MAINTENANCE SCHEDULE
¢ PARTICIPATES IN ANY SPECIAL PROJECTS DELEGATED BY THE TEAM LEADER

MAJOR DUTIES AND RESPONSIBILITIES:

1. WORKS EFFICIENTLY AND FOLLOWS ALL PROCESSES SET FORTH IN THE
DEPARTMENT MANUAL, IN ACCORDANCE WITH ALL QUALITY AND SAFETY
STANDARDS.

2. MAKES A QUICK FINAL INSPECTION OF THE SLATS IN THE BLIND BY PLACING
AND SECURING BLIND ON THE INSPECTION RACK AND LOWERING THE BLIND.

3. TILTS BLIND UP AND DOWN TO TEST THE TILTER AND ALSO INSPECT THE BACK
SIDE OF THE SLATS.

4. MAKES FINAL ADJUSTMENTS TO THE SPECIFIED LENGTH OF THE BLIND BY
INSERTING THE BUTTONS INTO THE BOTTOMRAIL.

5. MUST INFORM THE TEAM LEADER OF ANY NON-CONFORMING MATERIAL AND BE
FAMILIAR WITH THE PROCESS FOR NON-CONFORMING MATERIALS (SEE SECTION
15). MUST KNOW WHAT HIS/HER RESPONSIBILITY 15 IN THIS PROCESS.

6. PERFORMS PREVENTIVE MAINTENANCE TO MACHINES OR OTHER TO OTHER
EQUIPMENT/AREA WHEN SCHEDULED.

7. PARTICIPATES IN PROJECTS ASSIGNED TO THE DEPARTMENT FROM THE TEAM
LEADER OR FROM THE MANAGEMENT TEAM, CONCERNING EITHER CORRECTIVE
OR PREVENTIVE ACTIONS IN THE PURSUIT OF CONTINUOUS IMPROVEMENT.

ORGANIZATIONAL RELATIONSHIP:

THE FINAL ASSEMBLY PERFORMS A CRITCAL FUNCTION OF THE PRODUCTION PROCESS.
TIMELY COMPLETION OF INSTALLATION SCHEDULES AND CUSTOMER SATISFACTION,
DEPEND ON THE FINAL ASSEMBLY TO ENSURE THE CUSTOMER'S EXPECTATIONS ARE
MET. HIS/HER CUSTOMER IS THE DESIGNER AND THE CONSUMER.

EXPERIENCE AND /OR EDUCATIONAL REQUIREMENTS:

HIGH SCHOOL GRADUATE/90 DAYS ON THE JOB TRAINING

Employee Name: Date of Hire:

| Training Period Completed (date) Signed:
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Issued By: ISO Management Representative Revision Date 4/12/00
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Final Assembly Flow Chart
1. The Prepared blind is taken from the accumulator.

2. The label is read for any applicable "Special Instructions. This may include
things such as cut-outs and special cord lengths.

3. The blind is placed on the lift rack by placing the headrail of the blind on
the clamps attached to the moving bar of the lift rack. The headrail of the blind
should be secured with the locking mechanism, to prevent the blind from
falling from the lift rack.

4, Any special instructions that require adjustments to the slats (such as cut-
outs) should be processed at this point. Special Instructions that apply to the
cords should be processed in step number 11 when the final adjustments to the
cord are made.

5, The Final Assembly person makes a quick visual inspection of the slats al
this point to ensure no flawed slats has been missed by previous inspection.
By operating the tilter mechanism up and then down, the assembler not only
makes a visual inspection of the slats, but also has "tested” the tilter
mechanism as well.

6. The Assembler should measure the length of the blind and adjust the
bottomrail into the approximate location in the ladders, before final
adjustments are made 1o the length.

7. When the bottomrail has been located in the appropriate location of the
ladders, the pull cords should be passed through the holes in the bottomrail
and secured with knots to prevent the cords from pulling back through. Heal is
applied to the ends of the cords to prevent fraying,

8. The ladders or tapes whichever has been specified are finished at this point.
If the blind has string ladders, the ends of the ladders are inserted into the
holes undemeath the bottomrail and secured by the bottomrail plugs. 1l tape
has been specified, the ends of the tape are folded and stapled to the
bottomrail.

9, Afer the ends of the ladders or tape has been secured, the blind is measured
again lo ensure accuracy.

10. The specified length of the pull cords are read from the labels and the

cords are cut to the specified length at this point. Adjustments are also made to |’ 5

the cords on the tilter at this time if cord tilters has been specified.

11. Remove the completed blind from the lift rack station and prepare the
blind for packing. The cords are wrapped and safety tags are attached. The
assemble signs or labels the blind complete.

12. The completed blind is placed on the accumulator and passed to the
packing station.
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TEXTON, INC
JOB DESCRIPTION FORMAT

TITLE: EFFECTIVE DATE:

DRILL PRESS/MITRE SAW OFERATOR SEPTEMBER 1, 2000
DEPARTMENT: REPORTS TO:

MADERA DEPARTMENT DEPARTMENT TEAM LEADER
SUMMARY OF FUNCTIONS:

*

-

DRILLS BOTTOMRRAILS FOR ALL BLINDS FABRICATED IN THE MADERA
DEPARTMENT

PROCESSES ANY SPECIAL REQUIREMENTS FOR VALANCES AND MITRES ENDS FOR
RETURNS IF SPECIFIED

RESPONSIBLE FOR KEEPING LOCATION CLEAN AND ORGANIZED
PARTICIPATES IN THE PREVENTIVE MAINTENANCE SCHEDULE
PARTICIPATES IN ANY SPECIAL PROJECTS DELEGATED BY THE TEAM LEADER

MAJOR DUTIES AND RESPONSIBILITIES:

e

WORKS EFFICIENTLY AND FOLLOWS ALL PROCESSES SET FORTH IN THE
DEPARTMENT MANUAL, IN ACCORDANCE WITH ALL QUALITY AND SAFETY
STANDARDS.

INSPECTS AND ACCURATELY DRILLS ALL BOTTOMRAILS FOR BLINDS
FABRICATED IN THE MADERA DEPARTMENT.

CHECKS FOR ANY SPECIAL INSTRUCTIONS SPECIFIED FOR THE VALANCES AND
MITRES THE ENDS IF REQUIRED

15 RESPONSIBLE FOR KEEPING THE AREA CLEAN AND SWEPT DAILY.

MUST INFORM THE TEAM LEADER OF ANY NON-CONFORMING MATERIAL AND BE
FAMILIAR WITH THE PROCESS FOR NON-CONFORMING MATERIALS (SEE SECTION
15). MUST KNOW WHAT HIS/HER RESPONSIBILITY IS IN THIS PROCESS.
PERFORMS PREVENTIVE MAINTENANCE TO MACHINES WHEN SCHEDULED.
HELPS TO PUT UP AND ORGANIZE STOCK IN WAREHOUSE IF NEEDED.
PARTICIPATES IN PROJECTS ASSIGNED TO THE DEPARTMENT FROM THE TEAM
LEADER OR FROM THE MANAGEMENT TEAM, CONCERNING EITHER CORRECTIVE
OR PREVENTIVE ACTIONS IN THE PURSUIT OF CONTINUOUS IMPROVEMENT,

ORGANIZATIONAL RELATIONSHITP:

THE DRILL PRESS/MITRE SAW OPERATOR PERFORMS A INTEGRAL FUNCTION AT THE
BEGINNING OF THE PRODUCTION PROCESS. HIS CUSTOMER IS THE COMBO ASSEMBLY
FUNCTION.

EXPERIENCE AND /JOR EDUCATIONAL REQUIREMENTS:

HIGH SCHOOL GRADUATE/S0 DAYS ON THE JOB TRAINING

[ Employee Name: Date of Hire:
Training Period Completed (date) Signed: B
Document Bottorrail Cutter Job Description Page 1 of 1
Issued By: ISO Management Representative Revision Date 9/1/00
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In an 8 hour shift, this process should drill 174
bottomrails and miter 10 outside mount
valances, paint 74 slat packs, and perform

miscellaneous duties to 5 units

Drill Press/Miter Saw
Operator

1. The Slat Cutter supplies a cart to the
Drill Press Operator, loaded with slats,
bottomrail and valances.

2. The ends of the wood slats are painted
with the appropriate color, before
removing any components from the cart.

3. Each bottomrail is removed from the
cart and drilled for the pull cord, using the

prior to drilling. Replace the bottomrail
onto the same shelf.

4. Any valance that requires returns, or
other special instructions, is removed and
processed to the specified requirements.
(example; extra or exact deductions, or
inside mount with returns.)

5. Return valances to the original location,

to prepare the cart for the painting process.
(see Combo Station Process, this manual)

6. Forward the completed cart to the
Combo Station area for further processing.
(See Combo Station Process, this manual)

7. Any excess time during the shift is used
to perform a variety of duties such as hand
punching small blinds. A plan with the
department supervisor should be made

headrail as a template to mark the locations |

organize components in an orderly fashion, |

each morning in advance of the days work. {
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