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POSITION TITLE: 6162 – Production Control Clerk 
 

DEPARTMENT: 40 
 

POSITION NUMBER: 6162 
 

REPORTS TO: 4012 – Plant Manager 

 

GENERAL SUMMARY:   

 

We are seeking a full-time Production Control Clerk to join a dynamic foundry team. The ideal candidate will be organized, 
motivated, and comfortable working with both paper and electronic files. The Production Control Clerk plays a critical role in on-
time delivery by keeping data up to date and maintaining the production schedule. 

 

RESPONSIBILITIES:  

 
• Support Production Control Scheduler in promoting efficiency in all production control functions. 
• Maintain and distribute daily production tickets. 
• Manage miscellaneous primcard (Product and Process Data Cards) and paperwork files. 
• Generate and post daily heat sheet. 
• Update, maintain, and distribute reports. 
• Process change-order paperwork per customer request. 
• Put out samples and email sample schedule. 
• Process QA and customer approved samples. 
• Post scrap on ABW and on tickets. 
• Maintain primcards and paperwork for flagged production tooling. 
• Generate and maintain Special Attention Sheets, and submit to Production Control Planner. 
• Manage primcard changes. 
• Print out customer approved sample list for accounting. 
• Assist with the input of company data into new ERP system as required. 
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SKILLS: 

 
• Ability to prioritize tasks. 
• Ability to work independently. 
• Attention to detail. 
• Effective communicator. 

• Interpersonal, with the ability to interact confidently 
with supervisors and managers. 

• Knowledge of foundry manufacturing 
processes/practices is a plus.

 

QUALIFICIATIONS: 

 
• High School Diploma or GED 

 

WORKING CONDITIONS: 

 
• Full-time, on-site position. 
• Collaborative, fast-paced office environment. 

 

WHAT WE OFFER: 

 
• Competitive salary and benefits package. 
• Opportunities for professional development and career growth. 
• A collaborative work environment with a historic company. 
• The chance to make a positive impact on the future of Oil City Iron Works. 

 
Oil City Iron Works, Inc. is an Equal Opportunity Employer 

Apply online at: https://ociw.com/apply-now/  

https://ociw.com/apply-now/

