


KVK Tech		Master Job Description	
	Revision


	Department
	 Manufacturing

	Job Title
	 Manufacturing Supervisor
	FLSA Status
	 Exempt

	Role
	 N/A

	Sub Role (If any)
	 N/A

	Reports To
	 Manager, Production



1. Role Purpose:
(Provide a summary of the primary purpose of this role)
	· Supervise daily manufacturing operations for oral solid dosage (OSD) and liquid products to ensure safe, efficient, and compliant production.
· Direct and develop manufacturing personnel, including Group Leaders and Operators, to achieve quality, safety, and productivity goals.
· Ensure strict adherence to cGMP, FDA, OSHA, DEA, and company policies, with focus on data integrity and regulatory compliance.
· Maintain facilities, equipment, and documentation in a state of audit readiness through proactive oversight and resource planning.
· Drive continuous improvement initiatives to enhance manufacturing efficiency, product quality, and employee development.




2. Key Duties & Responsibilities:
(Briefly describe the essential activities that are performed by this role including key duties/responsibilities. Each statement should start with a verb. Additionally, indicate how frequently it is performed)
	· Supervise and coordinate all manufacturing activities across weighing/blending, compression, coating, encapsulation, granulation/drying, and liquid product manufacturing.
· Assign and adjust personnel to meet production schedules, ensuring proper training and equipment qualification.
· Oversee execution, review, and approval of batch records, SOPs, and equipment logs for accuracy and compliance with Good Documentation Practices.
· Monitor production performance against schedule, quality, and safety metrics; identify and resolve bottlenecks.
· Partner with Quality Assurance, Quality Control, R&D, and Engineering to resolve deviations, CAPAs, and equipment issues.
· Initiate and support deviation investigations, root cause analyses, and corrective/preventive actions; ensure timely closure.
· Ensure operators and group leaders comply with PPE requirements, safety standards, and cGMP expectations.
· Support validation activities, IQ/OQ/PQ protocols, and new product introductions.
· Prepare and submit daily/weekly/monthly reports, metrics, and production data for management review.
· Develop and maintain structured training programs for all manufacturing personnel; verify qualifications are current.
· Identify employee performance gaps, provide coaching, and recommend developmental opportunities.
· Implement process and equipment improvements to increase productivity and reduce downtime.
· Escalate significant issues to the Manufacturing Manager while ensuring shift-level problems are resolved promptly.
· Comply with FDA, OSHA, DEA, EPA, and company policies at all times.
· Perform other duties as assigned.









3.Typical Supervisory Responsibility:
(Identify any responsibilities the role has for supervising others)
	· Directly supervise Group Leaders and Manufacturing Operators (I–III).
· Conduct performance evaluations, coaching, and corrective actions in collaboration with HR and Management.
· Prepare and manage shift schedules, staffing assignments, and resource allocation.
· Ensure team completion of training, compliance with SOPs, and adherence to safety procedures.
· Provide leadership in investigations, continuous improvement initiatives, and departmental projects.







4. Education & Experience:
(Describe the education required for this role, including specifications, if any.  If equivalent experience or knowledge can be substituted for the educational requirements, A combination of Education and experience shall be considered.)

	Education Requirement
	Specialization (If any)

	· Bachelor’s degree in a scientific, engineering, or related discipline preferred; High School Diploma with significant experience may be accepted.
	



	Experience Requirement


(Describe the experience required for this role. Identify the type of experience, number of years, and any additional comments on the experience and education requirements for the role.  Also, include any geography specific requirement that differs from experience.)
	· Minimum of 5 years pharmaceutical manufacturing experience in a cGMP-regulated environment, including at least 2 years in a lead or supervisory capacity.
· Demonstrated experience managing teams, overseeing production schedules, and ensuring compliance with regulatory requirements.


	Number of Years 
(Minimum to Maximum)
	5+




Technical competencies/ Certifications/ Licenses:

(Briefly describe the required competencies such as skill, ability, and knowledge an individual must possess to perform the role. Also, identify any certification or licenses required to perform the role.)
	Technical competencies
	· Strong knowledge of cGMP, FDA, DEA, OSHA, and EPA regulations.
· Experience with IQ, OQ, PQ, and validation activities.
· Proficiency in reviewing, approving, and troubleshooting batch records, SOPs, and logbooks.
· Familiarity with ERP or manufacturing inventory systems (e.g., SAP, JDE, SYSPRO).
· Computer literate with proficiency in Microsoft Office applications.
· Excellent written and verbal communication skills.
· Strong leadership and team development skills, with ability to motivate and coach employees.
· Demonstrated problem-solving, root cause analysis, and process improvement capability.
· Ability to work in a fast-paced environment with shifting priorities.


	Certifications
	N/A

	Licenses
	N/A

	Other
	N/A




5.Physical demand and Work environment:
(Provide details regarding the physical demands and work environment that are essential to the role)
a. Physical demands:
	· Ability to stand, walk, bend, reach, stoop, and climb for extended periods during a shift.
· Frequent lifting, pushing, or pulling of materials and equipment up to 50 pounds.
· Manual dexterity to operate equipment controls and handle small components.
· Visual acuity to inspect products and read documentation, including close, distance, color, and depth perception.
· Ability to wear personal protective equipment (PPE) including, but not limited to, gowns, gloves, safety glasses, respirators, and hearing protection.



.
b. Work environment:
	· Work performed in a regulated pharmaceutical manufacturing facility with exposure to powders, chemicals, and production equipment.
· Requires adherence to gowning procedures, safety protocols, and controlled-environment standards.




6.Compliance:
	· Comply with all Company codes, policies, and procedures concerning ethics, quality, and compliance, including compliance with applicable laws, rules and regulations, including the Food, Drug and Cosmetic Act and all associated regulations.
· Timely and satisfactory completion of all required training, including training related to ethics, compliance, quality, and position-specific requirements.
· Understand the compliance responsibilities of your role.
· Commit to the Company’s culture of ethics and compliance. 
· Report all known or potential violations of Company codes, policies, and procedures, or of applicable laws, rules and regulations, to the Company as contemplated by the Company’s policies and procedures, including SOP-0015 (Escalation to Management on Critical Matters Pertaining to Quality and Regulatory Compliance), or through the Company’s FaceUp portal, available by telephone or online (details below). 



Compliance Hotline # (205) 354-2405
www.faceup.com
Download Faceup App using the
Passcode # KVKxxxx1842
Or scan QR Code below
[image: ]










 C-SOP-0003                                                                                       Attachment#1
                                                                                                             Page 2 of 2

image1.png




