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GSICC

1914 -7014 GREAT PAST. BRIGHT FUTURE.
Manufacturing Readiness Program Learning Outcomes
PILOT (40 hour)

Note: Learning outcomes are integrated into active learning situations and assessed via student led

demonstration of skills attainment.

Learning Outcomes:

Communication/Teamwork:

Identify interpersonal characteristics of a team player

1.

2. Demonstrate the characteristics of a team player .|

3. Apply group dynamic principles to manufacturing situations. l\
4. Select appropriate communication methods

5. Interpret and clarify directions prepared by others. -

Math and Measurement:

Apply basic math functions to solve problems.

Create and interpret basic graphs and charts commonly used in manufacturing.
Determine the role of measurement in manufacturing

Demonstrate the proper general measurement techniques

10 Explain calibration requirements of various measuring instruments.

11. Convert between US and metric measurement systems.

©®N o

Problem Solving:

12. Explain the value of applying a problem solving system.
13. Develop a system of problem solving.

Quality Assurance:

14. Explain the effect of quality on profit.
15. Identify the effects of continuous quality improvement
16. Demonstrate the ability to apply continuous quality improvement to the manufacturing process.

Blueprint Reading:

17. Define basic blueprint terminology
18. Identify general note symbols
19. Locate notes on a print.

Workplace Skills:

20. Demonstrate consistently punctual arrival.
21. Demonstrate enthusiasm and confidence about work and learning new tasks.

22. Demonstrate appropriate dress and hygiene for successful employment
23. Demonstrate the ability to act in a polite and respectful way towards co-workers.

24. Plan and organize work.

©Grand Rapids Community College, Workforce Training 11-2014 revised 1/24/15
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March 2, 2016

Student
622 Godfrey Ave SW
Grand Rapids, MI 49503

Dear Student,

Congratulations! You are currently enrolled in GRCC’s Manufacturing Readiness Program. This program
is designed to prepare you for entry level work in West Michigan manufacturing! We are excited by
your interest in the Manufacturing industry and look forward to helping you achieve your goals. This
opportunity would not exist without the vision of West Michigan Manufacturers. These manufacturers
may be your future employer and they will be participating by providing the class with onsite tours as
well as interviewing for jobs in their companies. You will have the opportunity to interview with at least
two of our leading employers supporting this program. The manufacturing interviews will be held on
March 15, 2016 at the MI Works Franklin Service Center. from 8 am — 1 pm. Please make sure you are

available to attend!

In this program you are expected to:
1. Attend class on time daily and stay for the entire class time

2. Actively participate in class discussion and projects

3. Dress appropriately for class (long pants and closed toed shoes)

4. Participate in interviews with industry employers
5. Bring your own lunch daily

In order to prepare for your interview with employers, please know you may be asked to take a drug

test if employed. Even though we do our best to find felony friendly employers, please note that past

felony convictions could effect your employment opportunities.

Please contact me if you decided not to attend the program or have any questions (ebrown@grcc.edu
or 616-234-3060 or 616-234-3800).

This program along with your hard work and dedication, will provide you the skills to be ready for the
manufacturing work industry. Classes will be held Monday — Friday, March 7-11, 7:30 a.m. to 4 p.m. at
the MI Works Franklin Service Center — 121 Franklin St SE. We look forward to meeting you and working

E

Erica Brown
Program Manager, TAACCCT Ml Coalition for Advanced Manufacturing

with you.

Sincerely,

GRAND RAPIDS COMMUNITY COLLEGE A1914-2014

143 Bostwick Avenue, NE / Grand Rapids, Michigan 49503-3295 / (616) 234-4000 / grcc.edu
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GREATY PAST. BIRIGHT FUTURE

Outcome:
Communication/Teamwork:
1. ldentify interpersonal characteristics of a team player

2. Demonstrate the characteristics of a team player

3. Apply group dynamic principles to manufacturing situations.

4. Select appropriate communication methods
S. Interpret and clarify directions prepared by others.

Math and Measurement:
6. Apply basic math functions to solve problems.
7. Create and interpret basic graphs and charts commonly used in manufacturing.

8. Determine the role of measurement in manufacturing

9. Demonstrate the proper general measurement techniques

10. Explain calibration requirements of various measuring instruments.

11. Convert between US and metric measurement systems.

Problem Solving:
12. Explain the value of applying a problem solving system.

13. Develop a system of problem solving.
Quality Assurance:
14. Explain the effect of quality on profit.
15. Identify the effects of continuous quality improvement

16. Demonstrate the ability to apply continuous quality improvement to the
manufacturing process.

Blueprint Reading:

17. Define basic blueprint terminology
18. Identify general note symbols

19. Locate notes on a print.

Workplace Skills:

20. Demonstrate consistently punctual arrival.
21. Demonstrate enthusiasm and confidence about work and learning new tasks.

22. Demonstrate appropriate dress and hygiene for successful employment

23. Demonstrate the ability to act in a polite and respectful way towards co-workers.

24. Plan and organize work.
Job Readiness Skills:
25. Create an appropriate manufacturing focused resume.
26. Demonstrate ability to explain skills and talents during job interviews.

27. Demonstrate appropriate interview skills and responses.

28. Demonstrate appropriate post interview follow-up skills.

Manufacturing Overview

29. Explain the different types of manufacturing happening in west Michigan.

30. Understand what manufacturing’s impact is (locally, regionally, nationally).

31. Understand at least 20 basic manufacturing terms.

Manufacturing Readiness Program Learning Outcomes

Learning Method |Complete(Y/N)
X X
X X
X X
X X
X X
X X
X X
X X




TEAM ROLES AND RESPONSIBILITIES

LEADER
¢ Focuses on the group’s task
¢ Keeps the team on track
¢ Helps the team to identify goals and make plans to reach those goals
¢ Makes sure team tasks are done well and in a timely manner

FACILITATOR
¢ Focuses on the team’s process
¢ Make sure that “Code of Conduct” is followed
¢ Links ideas of one team member to another
¢ Promotes the involvement of all team members

Recorder/Scribe
¢ Records the discussion and results of the team

¢ Prepares and distributes minutes to all team members
¢ Keeps historical record of minutes
¢ Keeps track of time

Team Members
¢ Participates honestly and courteously

Is open minded and non-critical

Listens well and is open to new ideas

Is creative and supportive, and has a positive attitude
Completes assigned tasks and meets commitments

® & o o



HO.9=2

High D's want others to be direct, straightforward, and open to their need for results.

Be sure to

make communication brief and to the point
respect their need for autonomy

be clear about rules and expectations

let them initiate

show your competence

stick to the topic

show independence

eliminate time-wasters

Be prepared for

blunt, demanding approaches
lack of empathy

lack of sensitivity

little sociat interaction '

KEYS FOR RELATING TO i — INFLUENCE

HO 9-3

High i's want others to be friendly, emotionally honest, and to recognize

the high i's contributions.

Be sure to

approach them informally

be relaxed and sociable

let them verbalize thoughts and feelings

keep the conversation light

provide written details

give public recognition for individual accomplishments

use humor

Be prepared for

attempts to persuade or influence others

a need for the limelight
overestimation of self and others

overselling ideas
vulnerability to perceived rejection

Nt~
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What (TOP)
| Active
Fast Paced
Assertive
Bold
Questioning
(LEFT) Skeptical | D I

Logic Focused
Challenging C S

Thoughtful
Moderate Paced
Calm

Careful

Why
(BOTTOM)

l
—

Reading DiSC® Behavior o

ho

Accepting
Receptive (RIGHT)
People Focused

Agreeable

' | How

Quick Tips For Reading Behavior
Reading people is a skill that can be learned by observing behaviors that people
exhibit. Using this cue sheet, look from top to bottom to determine which predominant

behaviors you observe. This will help you isolate whether D & i behavior are most

prevalent or if C & S behaviors are more obvious.

Now that you have narrowed the behavior to one of two choices, look at the list of
behaviors on both the left and right sides to observe which are most predominantly
being exhibited. Then you can isolate which one of the four pessible behaviors you are

observing. This quick guide can help you get started on developmg your people

reading skills inside and outside of work!

Note: that all information regarding behavioral styles needs to be personalized to the individual. This helps to avoid stereotyping. The key is to use this

formation to be more self aware, then learn about others and communicate with them to learn how you can be most effective with them.
©Training Direct, LLC 2000. All rights reserved. )
Website: RosemaryWard.com

T5



GOAL: A STATEMENT OF PLANNED

OUTCOME WHICH HELPS TO ACHIEVE YOUR
MISSION

SMART GOALS ARE:

Specific
Measurable
Achievable
Realistic
Time frame

IF ALL CRITERIA ARE MET, THE GOAL IS

SMART
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Shop Math Manual 4 Applied Technology Center

Whole numbers are those which are represented by digits (0, 1, 2,34
56,7,809). o :

For example, the number 350 has 3 digits, even though the last one has
no value.

The placement of the digit with respect fo others is called the place value
of the digit. This placement determines the value of the digit in the

number, as the example shows below:

1,234,567,890

T T T - T T T T
E & &£ &£ ¢ ¢ § 3 =
~o & & g & & o S
> s £ ¥ ¥ L
& N > Is <
Re; () Q S
< g -~
$ 3
)
~

Please give the value of each underlined digit:

14325 _ 5328 ____ 978459 ____
2.59 __ 6.5947 ____ 10. 69 L
3. 0544 _ 7.16 ____ 11.362411
4 9847 ___ 8.541 ___ 12.16045 ____

SHOP MATH

EXERCISE #1

“



‘Shop Math Manual 4 Applied Technology Center

EXERCISE #

Solve the following problems:

1. What is the sum of 25 and 20142

2. Find the product of 254 and 215.

3. How much is 4587 times 1682

4. Multiply the sum of 84 and 451 by 8.

5. 56 goes into 7616 how many times?

6. Divide the difference between 4286 and 263 by 3.

7. The total of 7958 and 2856 is how much greater than their
difference?

8. 1836 is how many times greater than 512

9. What is the quotient of 95,202 divided by 2582

10. 16,518 is how much larger than 20152

11. What is the quotient of 1245 divided by 152
12. The product of 257 and 295 is how much less than 100,000¢

13. What is the product of 2587 x 32152

14. What do you get when you divide 108,960 by 962

15. How much less is 164,649 than 3,462,8112

16. What is the sum of 23; 2456; 499 cmd 104,004¢2

M'



Shop Math Manual 4 Applied Technology Center

Solve the following problems:

1.

2.

10.

11.

12,

Calculate the average of 18,245; 3621; 286 and 3488.

What is the range of 2548, 4568, 135 and 1005¢

What is the median of 36, 45, 21, 13 and 2°¢

What is the mode of 26, 16, 45, 26, 56 and 252

If a salesman sold three shirts at $4.75 each, seven shirts at $6.45
each, and five shirts at $8.70 each, what is the average price of

shirts he sold?

A press operator took the following measurements on a part he
was running: 6 inches, 2 inches, 5 inches and 3 inches. What is

the range of the measurements he took?

As the assembly operator examined the chart from the previous
shift, she saw these numbers: 6, 5, 8, 9, 6, 4, 6, 5, 7. What is the

mode of these numbers?

If an employee missed 4 days in April, 3 days in May, 1 day in
June and O days in July, what was the average number of days he

missed per month over this period?

If Jim makes 18 parts per hour, Jack makes 32 parts per hour, and
Joe makes 25 parts per hour, what is the average number of parts

made by the group per hour?

There are 20 boxes of candy in a case. If & boxes sold for $.95
each, and 12 boxes sold for $1.10 each, what is the cost of each
remaining box if the total amount collected for the case is $20.00¢

Jane works in a shop that uses flex-time. Her work week consists of
40 hours. She worked 7 hours on Monday, 8 hours on Tuesday,
10 hours on Wednesday and 9 hours on Thursday. How many
hours does she need to work on Friday to get a full week’s paycheck?

There are 300 employees that work in the factory at the ABC
Company. Each employee makes $8.00 per hour. If each employee
wastes 1 hour per day how much waste is the company paying for
in the 220 work days that make up o standard year? _

EXERCISE #3



Shop Math Manval + | Applied Technology Center '

EXERCISE #4

Round off each number to the place value indicated:

. 5616 to the nearest ten.

—

2. 615 to the nearest hundred.

3. 21,561t the nearest ten-thousand.

2164 to the nearest hundred.

SIS

45,879 to the nearest thousand.

o

215 to the nearest ten.

8 498,61 2-to the nearest thousand.

8. 567 to the nearest hundred.

MA



Shop Math Manual 4 Applied Technology Center V '

EXERCISE #5

Express these decimals in word form:

1. .09

2. 1.0625
2864

2.05

35.20

.020

N oo o A W

.0061

8. 1.0101

Express these numbers in decimal form:

1. Five and three tenths

2. Sixteen thousandths

3. Eight thousand and forty-five thousandths

4. Two hundred one and ten hundredths

A

S

S



~ Shop Math Manual 4 Applied Technology Center

As in adding whole numbers, you must line up the place values of the
numbers you are adding. With decimals, you may use the decimal point
as a guide to lining up the place values. The decimal point in the an-
swer must line up with the decimal point in the problem to assure the
correct answer. With the place value (or the decimal points) lined up
you can then do the basic math to arrive at the answer. The decimal
point is the mark used to separate the whole numbers from the decimals.

Example #1: Add .24 and .49

.24
+ .49
L0

Example #2: What is the sum of .68, 2.0566, .010 and 102

.68 has the same value as .6800
2.0566  has the same value as 2.0566
.010 has the same value as .0100
10 has the same value as  + 10.0000

12.7466

As long as the decimal points are in line, the place values will also be
lined up.

Solve the following addition problems:

1. 45+ .23 = - 5. 05+ .23665=  ____
2.5302+.020= 6. 213.02+.0001 = ___
3.30.251+.0025= 7.232010+.1= ____
4 4501 +1= ____  8.15005+6= o

ADDING
DECIMALS

EXERCISE #7
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_ Shop Math Manval ¢ Applied Technology Center

Solve the following subtraction problems:

1.

N o n s o

What is the difference between .46 and .01252

How much more is $35.25 than $25.31¢

Take .01254 from .152

Find the difference between 23.545 and 2.1546

Take .02587 from .15
How much larger is 300.518 than 25.492

The difference between .09518 and .01 is?

How much smaller is .0029 than .232

B T I IR

EXERCISE #8



Shop Math Manual <+ Applied Technology Center - : '

EXERCISE #9

Solve the following multiplication problems:

1. 5x.8=

2. .215x5.002 =

3. .026x4.021 =

4. 003x7 =

5. .065x.120 =

6. 568 x.001 =
7. 2154x .012 =

8. .8794x.021 =

MUlTIPlYING
DECIMALS
\O {

—
30
o

O -



Shop Math Manual 4 Applied Tecnology Center '

EXERCISE #10.

Solve the following division problems:

1. 96+ .12 =

3.69+.003=
Divide 28.8 by 48

Take .8 into 10.12

015 [126
1.002 = .02 =

Divide 13.13 by .04

51.84+ .04 =

Take .007 into 4.2

.08 [.560
111,25+ .125 =

S © ® N O U A W N

—

—
el

1.436 = .006 =

A

13.2048 + .56 =
. 4.36[246.34
Divide 139.7 by 2.2

o

I

kn

194.025 + 7.761 =

o

M_



Shop Math Munuul 4+ Applied Technology Center

EXERCISE #11

Round off each number to the place value indicated:

1. .2154 to the nec}esf thousandth

2. .5004 to the nearest tenth

3. .01536 to the nearest hundredth

4. 1.02584 to the nearest ten-thousandth

5. 25.458 to the nearest tenth

.1101 to the nearest hundredth

6.5673 to the nearest thousandth

N o

8. 12.0262 to the nearest thousandth




Shop Math Manval 4
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Applied Technology Center

Find the decimal equivalents of the following fractions:

1.

2,

Find the fractional equivalents for the following decimals:

1.

2.

Find the millimeter equivalents for the following fractions:

1.
2,

13/16 =
3/8 =
27/64 =
29/32 =
3/4 =
53/64 =

40625 =
90625 =
1250 =
4375 =
.8750 =

59375 =

1/2 =
59/64 =
5/8 =
27/32 =
5/32 =
13/16 =

7. 5/64 =
8. 6/16 =
9. 23/32=
10. 63/64 =
11. 19/32 =

12. 5/8=

7. 28125 =
8. .8125=
9. .7500 =
10. .859375 =
11. .09375 =
12. 1.000 =

7. 61/64=
8. 45/64 =
9. 9/16 =
10. 1/64 =
11. 19/64 =

12. 31/32 =

EXERCISE #12

EXERCISE #13

EXERCISE #14

v



Instruction Sheet
For Dial Calipers

®

" easy-to-read dial and precision ground stainless steel
e internal, external and depth quickly and precisely.

Idstrial, inc.

Grizzly Dial Calipers feature 0.001" resolution, a 1%z
construction. Using this tool will allow you to measur

Please read the instructions below to maximize the effectiveness of this tool. If you need additional help
with any of these instructions, please contact our Customer Service Department at 570-546-9663 or by

internet at techsupport@grizzly.com.

Figure 1. Labels for components.

Listed below are the dial caliper components.
Match the description with the corresponding part
number in the illustration above.

hand is not on “0” then you can turn the
dial to align it to “0”. Once aligned, lock
down the bezel with the dial lock (4).

1. The distance between the White Lines 5. The Caliper Lock secures the dial to the
equals 0.001" (one thousandths of an body, maintaining a measurement.
inch).
6. The Inch Markers denote each full inch of
2. The Dial Numbers represent 0.010" (ten measurement.
thousandths of an inch).
7. The External Caliper Jaws are used for
3. Each number on the Revolution Scale external measurements.
represents one full rotation of the needle
and is equal to 0.100" (one hundred 8. The Internal Jaws are used for internal
thousandths or %o of an inch). The jaw measurements.
index indicates which number is read.
See Figure 2 for how the measurement is 9. The Depth Blade is used to gauge
read. depth.
4. The Dial Lock secures the dial after zero 10. The Thumbwheel is used to move the dial
is set. Clean the jaw faces of any dirt or assembly along the caliper body.
dust and close the jaws together. If the
351201622 © 2001 Grizzly Industrial, Inc.
G1
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Production Part Approval |
IMSIONAL TEST RESULTS

Part Number: E

Erganizaﬁon:
Part Name:

',"SupplierNen_dor Code:
Design Record Change Level:

ngineering Change Documents

Dimension/Speciﬁwﬁon P eﬁ:::i:::on { T ested Organization Measurement Results (Data) Ok '(";
X
X
X
X
X
X
X
1 X
X
X
X

x .
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
X
v X

"tarch 2006 CFG-1003 Blanket statements of conformance are unacceptable for any test results.

) SIGNATURE TITLE DATE
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Assembly Simulation

The product -
Michigan Banjo

GRCC/WFT  8/12/15

What is quality?

Alignment of frame
Placement/alignment of label
4 rubber bands

Eveniy spaced rubber bands

GRCC/WFT  8/12/15

Mistake Proof

Inspection
Totally prevent an error

GRCC/WFT  8/12/15

Continuous Improvement using the

scientific method (experiments)

»Plan (the experiment)
»>Test (no glue)
> Check (quality)

»>Act (based on results), next
experiment

GRCC/WFT  8/12/15

Objective(s)

=100% quality
=Time

GRCC/WFT  8/12/15

GRCC/WFT

8/12/15



Quality Management System (QMS)

What it is:

A QMS is a system designed to ensure that a
company meets the requirements of the
customer. It includes all aspects of your
business, from the point of initial customer
contact to completely meeting the customer’s

needs.
Quality, it's the way we do business.

QMS Goals:

e Customer satisfaction (meet customer
needs/requirements)

e Meet your company’s quality goals and
objectives

e Continually Improve — act on opportunities
for improvement (OFls), reduce/eliminate
variation (product or process)

Customers:

o Internal (upstream/downstream) and
external

o Their expectations

o Defining “quality”

o Consequences of not meeting expectations

o How to measure quality

How: Key QMS Concepts

o Documentation
Implementation
Effectiveness
Improvement
Audit, Audit, Audit!

O 0 0o

hy?

v' Satisfied customers

v' Documented procedures, processes, and/or
work instructions that are aimed at making
a consistent product

v A structure to allow implementation of a
system aimed at making a consistent
product

v" Able to determine and maintain the
effectiveness of the system

v' Continually improve

WIIFM

g

YV VYV Vv

%

7
L X4

How — Continuous Improvement (Cl)

A QMS Guiding Light: Drive out waste

The QMS CI Cycle
Management Review (Analysis of data,
customer satisfaction/feedback
Internal and surveillance audits
Corrective and Preventive action
(Document revision, training)
Continual Improvement

QMS/Manufacturing Processes
and PDCA

Plan
- Understand the customers

requirements

-~ Establish related objectives

—  Develop processes to accomplish

Do

—  Implement processes

Check

—  Monitor and measure products,
services, and processes relative
to objectives and requirements

Act

—  Continually improve the system
(comprised of processes)

Who is involved with developing,
implementing and improving the QMS?
Who is responsible for quality at your
company?

Everyone

How: QMS reflects your business model...from
point of initial customer contact to completely
meeting the customers’ needs.
Quality—it's the way you do business

What is waste?

¢ Anything beyond the minimum
amount of:
o equipment
materials
parts
space
worker’s time
information
that are “absolutely essential” to add
value to the product.

O O 0O O

o}

QMs 2/21/14, 3/12/14

Property of Grand Rapids Community College




Identification & Elimination of Waste

What it is:
Elimination of waste creates more value added
for your company and your customer

Why?
How Does Identifying and Eliminating Waste
Affect Profits?

4 Cost = 1 Profit
Even if costs remain constant, elimination of

waste can increase throughput and reduce total
lead time therefore profits increase.
Throughput: What gets out the back door to the
customer. What the customer pays for.
Lead Time: The time, in days, from Order
Receipt to Product Shipment.

What is waste?

Anything beyond the minimum amount of:
equipment

o materials
o parts

o space
O

o}

worker’s time
information
that are “absolutely essential” to add value to

the product.

(0]

What we look at when identifying and

eliminating.
The 8 Types of Waste:

e OVER PRODUCTION: MAKING
MORE OF SOMETHING THAN THE
CUSTOMER REQUESTS

e INVENTORY: MORE PRODUCT /
MATERIAL IS ON HAND THAN IS
NECESSARY TO MEET THE
CUSTOMERS’ NEEDS

e MOTION: ANY EXTRA MOVEMENT
OF THE OPERATOR WHILE
PERFORMING THE WORK
SEQUENCE

e OVER PROCESSING: DOING
MORE TO THE PRODUCT THAN
THE CUSTOMER REQUESTED

e MATERIAL MOVEMENT
{_TRANSPORTA TION): MOVING

HE PRODUCT MORE THAN IS
NECESSARY

e WAITING: ANY TIME VALUE
CANNOT BE ADDED BECAUSE OF
A DELAY

e CORRECTION: ANYTHING THAT
IS NOT ‘DONE RIGHT THE FIRST
TIME’' (REWORK, INSPECTION,
TOUCH-UP)

e KNOWLEDGE: FAILURE TO
CAPTURE AND USE INDIVIDUAL
OR COLLECTIVE KNOWLEDGE
AND EXPERIENCE OF OUR
EMPLOYEES

How? (Plan-Do-Check-Act):
» Train employees
> |dentify
o Waste walk
o Waste audit
o Value Stream Map
> Improvement ideas
> Select an improvement
> Test the improvement

> Check if improvement worked
> Act on test results
o If worked
= Standardize
* Sustain (audit)
o If did not work
= Select another
improvement to test

Who is involved with identifying and eliminating waste?
Everyone

Waste ID & Elimination  2/21/14, 3/12/14

Property of Grand Rapids Community College




Introduction to Advanced
Manufacturing Series

Blueprint Reading for Manufacturing 1
(BP1)

Description: Engineering drawings detail what your customer requires for product specifications.
Insuring that all on the manufacturing team can read and interpret prints may prevent errors,
rework and waste. BP1 activities include drawing and reading prints to cover features common

to most drawings.

Course Outcomes:

e Identify types of lines and views
e Learn print geography
e Identify features and dimensions on alternate views

| Y
l it
| #
:
‘~ 7
TOP | Q\S/)/

| <

Q S

| 7

O s

@ %
| /

| L
FOL D e
i P R e B —
!
1
|
TN
FRONT " | R.SIDE
P1

GRCC Workforce Training, 2015



An orthographic drawing is one which uses as many of the six principle views necessary to

represent the part effectively. Remember, the front view is the one having the most information

for the person interpreting the drawing. Orthographic drawings are those that have principle

views represented.

 THICK SOUID UNE USED T0
/ NDICATE VISIBLE £0GES
Top View m}L
Lw Widh _m,;
[ ]
! Right
Height
Front View j View

An isometric drawing is one which shows a three dimensional perspective of an object. It may

be useful if an actual part is not available.

GRCC Workforce Training, 2015
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4. Extension lines are lines that continue out from a surface, but do not touch that surface. They
are used to clarify the dimensions of a part, and are commonly used with dimensions lines.

E f'

5. Dimension lines are thin solid lines with arrowheads at each end. The tips of these
arrowheads are used to mark the specific dimension (distance) referred to by a measurement

placed at a break in the dimension line.

s Dimension Ling

| 1325 |

! ] 38 ﬂ\\ ;

f \‘% j

6. Leader lines are thin solid lines used to focus attention to features on the drawing, such as
dimensions, notes, symbols and item numbers. They are usually represented by a bent line

ending with a single arrowhead.

SEEHOTE 1O

A
7 SEE NOTE 10
. . 7

7. Phantom lines are made up of thin long dashes alternating with two short dashes. Phantom
lines are used to show alternate positions of moving parts and to show repeated detail to enhance

clarity.

s v o— vo— —— i S wwp wmememon o o

P5
GRCC Workforce Training, 2015



11. Witness lines are short extension lines, which are usually not dimensioned. They are used to
clarify which extension line is being used to represent an edge or surface of an object.

Foo2000 —
— I YT
4000
6000
_.Im,_i_
1.600
Emp!tof_ﬂ\ i
aWiness
e Q N
\ D 5.000

12. Stitch lines are used to represent specifications in the sewing or stitching process. They are
made up of short dashes with spaces of equal length.

Places (pls) is used to show that a feature on the drawing is repeated. This reference means that
the person interpreting the drawing must look for the area that is the same as the one being
dimensioned. There will be a display of the number of times that the repeated feature will occur

on the drawing. .500 4PLS may be written as .500 X4

500 4PLS o] I
T— 2,250 2715 m’j

1.000 4PiS

P7
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Auxiliary views are used to show the true size or shape of an inclined or sloped surface on a part

when a principal view cannot.

&

You can see from the drawing below that some of the details of the part are distorted because of
the angle at which the part was drawn.

part.

Diameter means the distance from one side of a circle to the other side passing through a center

point.

Some abbreviations for diameter are DIA and O.

Radius defines the distance from the center of a circle to the outside of the circle.

N
Wi T
. /

Distence

ercise 2: Bracket Print

P9
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Revisions are usually referred to by letter, and are dated and checked just like a drawing at its

initial release.

Revisions are listed in the information block called the revision block.

REV  ENCNUMBER  DESCRIPTION BY  DATE CHK w e
0 204-2112 SEEECN [ 092191 HML
£ 310-2222 {1} ADDED 2 DIM 610 110391 A
3 310-202 {2)REMOVED 55 DI 61D 110391 ANY
3 3i-nn (3).224 WAS 345 60 10em A
E nenn (4} REMOVEDNOTE7 ~ 6t0 110391 AW
1 2 3 4 5

Information usually listed in the revision block includes:

1. A revision to identify change to the drawing.

2. An engineering change number ECN to identify the documentation which gives a detailed
explanation of what was changed on the drawing.

3. A change identification letter matches the letter of the revision and will be located on the
drawing near the location of the area that has been changed. Usually these letters are circled and
if there is more than one change per revision letter, a number will appear next to the letter to

identify which change is being referred to.

Tolerance blocks will list the acceptable amount of variation of dimensions on the part.

Tolerances are not always located in an information block, and may appear in a variety of
locations on the drawing. There should always be a tolerance specified for all dimensions on

an engineering drawing.

Dimension and Nominal Maximum | Minimum
tolerance
1 2.125 +.005 2.125 2.130 2.120
2 10.900 +.005 0.900 0.905 0.900
-.000
3 [1.062+.003

4 |.1875+.0015

5 |.5000 +.0000
-.0001

6 |.725 £ .004

7 |.2375+.0010

-.0000

GRCC Workforce Training, 2015
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Manufacturing Terminology and Processes

Where we work...

* Industry is the production of an economic
good or service within an economy.

* Manufacturing industry is a key sector

The senvice-praviding industries supersector gioug Consists of thase supeisectors and segtos:

Where we work...

+ Tads, Transpaniabon. and Liites
« wiholesye Trady INAILS 42)

{_5, UNITED STATES DEPARTMENT OF LABOR

‘; BUREAU OF 1.ABOR STATISTICS [JEEESECURCEERIRt]

Transponiation and Varshousng (NAKCS 46-49)
. Ulises (NAICS 28

Service- TR—

< Infoumation (NAICS 51}

Providing S— \
- Fipance and Jogurangs (NAICS §2)
lndustries * Rea £3tate and Rental and LEasing {NAICS 53)

* frofessiongl and BULness Senvices
B—

iges (NAICS S4)

fat 2
. Pae W6 E isa5 (NAICS 55}
* Adnvpisrative and Svpport and Waste Management sng Remediation Servizes {NAICS 56)
su p erse CtO r g rou p * Edusation.and Health Senvices
Sducatonal Services (NRICS 813

g2 (NAICS 623

« Heaith Cate gnd Socal
* Leisre ang Hosprakty

~ A, Emetyiemens, and Recreation {NAICS 713

* Auommodativn sng Fapd Bavices INAICS 72)
o Other Ganvices {except Pudic Adnvinistratisn}
Dskes Bervies (2xcept Pedhe Admynistralion) (NAITS 81}

GRCC Workforce Training Al
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Where we work... Goods-Producing
{2} UNITED STATES DEPARTMENT OF LABOR o
Industries

‘* BUREAU oF LABOR STATISTICS

About the Goods-Producing industries supersector group

The goods-producing industries supersector group consists of these supersectors and sectors:

® tural it ng Mini
«  Agriculture, F ishing and Hunting {NAICS 11)
Mining, Quarrying, and Qil and Gas Extraction (NAICS 21)
Construction

»~ Construction (NAICS 23)

« Manufacturing

+ Manufacturing (NAICS 31-33)

(All other industries are part of the Service-Providing Industries supersector group.)

What we do....
(¥} UNITED STATES DEPARTMENT OF LABOR

‘ﬁ BUREAU OF LLABOR STATISTICS

The Manufacturing sector comprises establishments engaged in the mechanical,
physical, or chemical transformation of materials, substances, or components into

new products.

Establishments in the Manufacturing sector are often described as plants, factories,
or mills and characteristically use power-driven machines and materials-handling
equipment. However, establishments that transform materials or substances into new
products by hand or in the worker's home and those engaged in selling to the general
public products made on the same premises from which they are sold, such as
bakeries, candy stores, and custom tailors, may also be included in this sector.

Manufacturing establishments may process materials or may contract with other
establishments to process their materials for them. Both types of establishments are

included in manufacturing.
North American Industry Classification System

GRCC Workforce Training A2



What we do....
NITED STATES DEPARTMENT OF LABOR

* BUREAU OF LABOR STATISTICS

The manufacturing sector consists of these subsectors:

+ Food Manufacturing:

* Vel nd T Manufacturing: NAT 1
» Textile Mills: NAICS 313

+ JYextile Pr HMills: 4

» rel M HNg:

+ Le and Al nufacturing: NA

£ Pr, 5 i3 rng:

% intin vities:

+ Petroleym and Coal Products Manufacturing; NAICS 324

% ical f: ing;

« Plasti 7 Pr Manuf; NG

« Primary Metal Manufacturing: NAICS 331

o i { M ing: NA;

» Machinery Manufacturing: NAICS 333

» Computer and Electronic Product Manufacturing: NAICS 334
« Electrical i Applian nent M ring:
» Transportation Equipment Manufacturing: NAICS 336

+ Eumniture and Related Product Manufacturing: NAICS 337
« Miscellanegus M ring: Q

PARTMENT OF LABQR

Fom [0t v] e [Z0 Y]
¥indude graphs

Data extracted on: April 10, 2014 {11:35:12 AM)

Employment, Hours, and Earnings from the Current Employment Statistics survey (National)

Ho W
m‘?’?y 3

Series Id: CES3050000002
Sesscnally Adiusted

Super Sector: Manufscturing

Industry: Manufsceruring

RAICS Code: -

Data Type: ALL EMPLOYEES, THOUSANDS

14,0004
13,0004

12,0004 /~/

14 ¥ ¥ T T T ¥ T T T
01/04 0105 0UOE 0107 0108 0109 0110 0111 0112 0113 01414
Month

ALL EMPLOYEES, THOUSANDS

GRCC Workforce Training

8/12/2015
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45 P

Figure 58 - The Age Gap Between the Manufacturing and the Non-Farm
Workforces Widens (Updated January 2013)

43

Median Age

42 fo

st

it
i

Source(s): U.8. Bureau of Labor Statistics, Current Population Survey

40 4
39 . y . y

g § § g8 & 8 & &5 &8 8 g %

g S = ] S g =1 =4 S Py

« « & 1] « « « & ~
—=Manufacturing «Total Economy

1| MAPI

http://www.themanufacturinginstitute.org/Research/Facts-About-Manufacturing/Facts-2012.aspx

Concept ;
Plan what features and functions you
want

Product Design — create a print
describing all the requirements

Mfg Process — describe how you will
build it

Check — Is the process good enough
for the design requirements

Produce to your plan

Implement process improvements to
reduce waste and cost

Getting from concept to finished
oduct...step by step

For the mousetrap

shown

Size, materials, effectiveness, cost,
reliability

Dimensions and tolerances, material
specs based on function, fastening,
finish requirements, labeling
Process flow, what will we do vs
purchasing parts and services

Trial run — does our part meet the
print requirements

Produce at a rate and schedule that
meets your customers’ demand
Continuous improvement — start now,
never stop.

GRCC Workforce Training

8/12/2015
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EARNED HOURS

TARGETS
WEEKLY |
WEEK '  WEEK l MON MONTH
- GoAL | 985% | Q85% | 985% 9747
ON TIME DELIVERY ’ e : 3
sou| 997 983% | 9% 982
coat | 520 500 | 10200 10350
PRODUCTION UNITS o 1 f
(ACVALL 512 1 507 i BYe 16319
eoa [ 9423 B4y | qoa
QUALITY % X .
ACTUAL | G4R9Y | G Q45% 3% 1 ¢
- coat | 0800 5 me

AcTuaL | o) L1775

~ ACTUAL HOURS
soaL | yo
SAFETY LOSY HRS.
CACTUAL| 27
soaL | Q87
ACTUAL ?8)504 H {

ABC Company

Part Name: Mech Recliner

Percent On-Time Delivery 2014 Goal: 99%

g
e
2
8
Y
E
=
c
o

14-Jul 21-Jul 28-Jul 4-Aug 11-Aug 18-Aug 25-Aug

Week Start Date

GRCC Workforce Training

8/12/2015

A5



1
i
H

; Midwest Economy - Labor Force Statistics
Grand Rapids Area Economic Summary

!
i
!
!
!
|

0 ional Emol ‘ LW in Grand
Rapids-Wyoming — May 2014 7

S M

Employment, Pay

Al - Al =l
Employment, Unemployment ’ Table Aug 2015
| Ecomomie & g o0rg
| Summary
| News
| Release Jul 2015

Showing 1 to 3 of 3 entries

Grand Répids-Wyoming, Ml Economy at a Glance:

Back | Jan | Feb | Mar | Apr | May | June
Data Series Data | 2015 | 2015 ; 2015 | 2015 | 2015 | 2015
Labor Force Data
Civilian Labor Force (1) A | 5471 547.9 5504/ 551.3| 567.1 @566.75
Employment (1) M | 5227| 526.4] 528.8) 532.9| 5435 (P15430
Unemployment (1) w4 244, 215 216] 184 236, (P237
Unemployment Rate (2) o 45/ 39 39 33 42 (P42
Nonfarm Wage and Salary Employment
Total Nonfarm (3) A | 516.1] 518.0] 521.4] 526.7) 538.2] (P1541.6
12-month % change N 2.8 2.8 29/ 36/ 41 P43
Mining, Logging, and Construction (3} w4 18.7, 188 195/ 20.7{ 229, (242
12-month % change o 45 5.0 71 89) 128] (142
Manufacturing 3) A | 1045 104.!? 105.1] 105.4] 107.4; () 108.5
12-month % change M | 40 38 36| 39 50 @46
Trade, Transportation, and Utilities (3) A | 897 899 897 900 912] (1921
12-month 0/;1 change P4 3.7, 42y 35 22/ 17, (@ 183
Information (3) o 53/ 53] 53 53 53 (A53
12-month % change ¥ 00, 19 00 -19 -18 @®@-19
Financial Activities (3) & | 246 244 247 252 258 (P1258
12-month % change o 00/ 04/ 16, 29 49 LE!;._;
Professional and Business Services (3} J | 787 796 793 808/ 835 (R846
12-month % change g 34, 46, 46] 56/ 57 6.8
Education and Health Services (3) 4 | 839/ 849 86.0] 861 864 (P854
12-month % change N 31| 27 34 49 50 @49
Leisure and Hospitality () AW | 430 420 429 446, 487 (506
12-month % change o 26! 05 07/ 37 - 66 (A1
Other Services (3) ¥ 4 213} 213 215/ 215 2167 (218
12-month % change A 05/ 0.0, 05 14 05 (05
Government (3} M | 464 470 474] 471 454 (P1433
& | 06| 11 -04] 02/ 13 @36

12-month % change

Footnotes

(1) Number of persons, in thousands, not seasonally adjusted.

- (2) In percent, not seasonally adjusted.

(3) Number of jobs, in thousands, not seasonally adjusted. See About the data.

TTTTT=-er published
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Terminology

e A-Z ------ ask or google it!

http://www.toolingu.com/definition-900230-
12328-productivity-metrics.html

Processes to Shape Raw Materials

* How we make stuff

— Automotive: metal, plastic, wood, electronics,
glass, fabric, chemicals

— Furniture: metal, plastic, wood, fabric, pneumatics
— Food processing: food, plus...

GRCC Workforce Training A6



Processes - Metal

Machining
— Cutting
— Milling

— Grinding
Casting
Forming
Joining

— Welding

Wikipedia

Metalworking is the
process of working
with metals to create
individual parts,
assemblies, or large-
scale structures. The
term covers a wide
range of work from
large ships and
bridges to precise
engine parts and
delicate jewelry. It
therefore includes a
correspondingly wide
range of skills,
processes, and tools.

Steel

Machining

3 General metshworking processes
4 Casting
& Forming processes

£ 1 Bulk forming processes

.2 Sheetfand tube} forming processes

& Cutting processes
6.1 Milling
6.2 Tuming
5 3 Threaging
§.4 Grinding
6.5 Filing
£ 5 Other
7 Joining processes
7.1 Welding
7.2 Brazing
7.3 Soldenng
7.4 Riveting
& Azsoviated processes
8.1 Heat freatment
8.2 Plating
# 3 Thermsi apraging

GRCC Workforce Training

8/12/2015
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Petroleum to Plastics

1. Petroleum is drilled and transported to a refinery.

2. Crude oil and natural gas are refined into ethane, propane, hundreds of
other petrochemical products and, of course, fuel for your car.

3. Ethane and propane are "cracked" into ethylene and propylene, using
high-temperature furnaces.

4. Catalyst is combined with ethylene or propylene in a reactor, resulting
in "fluff," a powdered material (polymer) resembling laundry detergent.
5. Fluff is combined with additives in a continuous blender.

6. Polymer is fed to an extruder where it is melted.

7. Melted plastic is cooled then fed to a pelletizer that cuts the product
into small pellets.

8. Pellets are shipped to customers.

9. Customers manufacture plastic products by using processes such as
extrusion, injection molding, blow molding, etc.

http://www.reachoutmichigan.org/funexperiments/quick/plastic.html

GRCC Workforce Training

8/12/2015
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Resume Worksheet

Full Name

Email Address

Phone Number

Mailing Address

Objective:

Work Experience (Most Recent)

Name of Company City, State
Position

Start Date End Date

Responsibilities:

Work Experience #2

Name of Company City, State

Position

Start Date End Date

Work Experience #3

Name of Company City, State

Position

Start Date End Date




The language you use in your résumé says a lot about what type of employee you are and your
competency level. The following pages will help you choose words that are applicable and relevant to

portray the best image of your abilities.

Actively
Established
Evaluate
Participated
Schedule
Coordinate
Increased
Proposed
Strategy
Created
Launched
Reduced
Support
Effect
Eliminate
Organized
Originate

Professional
Active
Diplomatic
Loyal
Respective
Analytical
Attentive
Determined
Logical
Resourceful
Ambitious
Efficient
Energetic
Independent

Ability to delegate
Accurate
Assertive

Creative

Ethical

Follow up
Leadership

Oral communication
Public speaking
Self accountable
Supportive
Tenacious

Key Words/Action Words

Approve
Generate
Program
Solve
Control
Improve
Recommend
Supervise
Direct
Manage
Motivated
Responsibilities
Revise
Analyze
Founded
Pinpointed
Set up

Completed
Interpret
Proficient
Successfully
Demonstrate
Maintain
Revamped
Responsible
Administer
Expedite
Plan
Simplicity
Conduct
Implemented
Provide
Streamline
Develop

Self-Describing Words

Reliable
Alert
Economical
Objective
Optimistic
Realistic
Aggressive
Discrete
Methodical
Sense-of-humor
Sincere
Adaptable
Disciplined
Mature

Keywords for Interpersonal Traits

Ability to implement
Adaptable
Communication skill
Customer oriented
Flexible

High energy
Multitasking
Organizational skills
Results oriented
Self management
Takes initiative
Willing to travel

Self-reliant
Broad-minded
Enterprising
Personable
Tactful
Creative
Imaginative
Perceptive
Systematic
Constructive
Forceful
Productive
Sophisticated
Consistent

Ability to plan
Aggressive
Competitive
Detail minded

Follow instructions

Industrious
Open minded
Persuasive
Risk taking
Sensitive
Team building

Lecture
Reorganized
Accelerated
Adapted
Expanded
Perform
Significantly
Conceived
Influence
Proved
Structure
Delegate
Lead
Reinforced
Teach

Fair
Practical
Will relocate
Conscientious
Extroverted
Positive
Will travel
Enthusiastic
Pleasant
Talented
Dependable
Trustworthy
Ethical

Ability to train
Analytical ability
Conceptual ability
Empowering others
Follow through
Innovated

Open communication
Problem solving
Safety conscious
Setting priorities
Team player



SUMMARY

EXPERIENCE
(Dec 2014-Current)

(Oct 2013-Oct 2014)

JOHN DOE

622 Godfrey SW, Grand Rapids MI |
616-234- 3168 | davidlovell@grcc.edu

A driven, experienced college graduate looking for an opportunity
to apply my education, experience, and creativity to improve the
student experience at a secondary educational institution.

Job Developer |
Grand Rapids Community College | Grand Rapids, MI

- Assisted graduating students in finding and securing long-term,
meaningfully employment.

-Networked with community employers to identify workplace
needs and assist in filling those needs with qualified candidates.

Retention Specialist |
Goodwill Industries | Grand Rapids, MI

- Instructed employability-skills workshops to assist participants
in establishing a career.

-Developed long-lasting relationships with participants to help
identify and overcome barriers to sustaining employment

EDUCATION
May, 2014

May, 2012

Bachelor’s Degree of Business Administration |

Ferris State University | Big Rapids, MI

Associate’s Degree of Arts |
Grand Rapids Community College | Grand Rapids, MI



Reference Option #1:

Name

Reference Worksheet:

Relationship

Phone #

Email

Permission? l:l

Yes

Reference Option #2:

Name

Relationship

Phone #

Email

Permission? D
Yes

Reference Option #3:

Name

Relationship

Phone #

Email

Permission? D
Yes

Backup Option #1:

Backup Option #2:




March 31, 20 XX

b, John b4 Smith

Senior Recrutment Consultart
Company ABC

55 ABC Fyenue

City ABC, State ABC 11111

Qear M. Smith:

Your advertisement for 3 softwane engineer in the July issue of Magarinez ABC caught my attention. | was
attracted tothe ad by my strong interest in software design and Databass

[ have worked with 3 CALMA system 1o develop WLSI circurts and | have substantial expenence designing

irteractive CAD softwane. &s 3 result of this expenence, | can make a direct and immediate contnbution to
your organization. | have enclosed a copy of my resume, which details my qualifications and suggests how

I might be of service toyour organization.

1 would like to mest with you 1o discuss your open posttion for 3 sotware enginser. If you wish to amangs
an interview, please cortact me atthe abowe address or by telephone at (000) 555- 1239,

Thank you for your consideration.

Sincerely yours,

John Doe




-«

-

| J OHN SMITH §77-875-7706 | infol@ grestresumeint. com

{Date)

{Company Namc) :
(Hiring Manager's Name)

{Address)

(City, State, Zip)

Dear (Hiring Manager's Name):

Thank you for allowing me to prescnt myvelf as 2 candidate for the position of Mechanical Trades Instructor, a prospect
about which [ am very excited. Givenay background, | can understand the need for an Instructor who waintains a working
kmwledgeafthiﬂd:myandmMMyﬁm&:tﬁﬂWisthWMﬁd&mﬁwme&
hands on experience. What this seans for you is that as Mechanical Trade Instructor | can bring the skill, insight, and
expertise to motivate students in the chassroom.
AuMﬂﬁmﬁaifrxdahmmfaﬁ&;&n&y&m!hwk&wmsmmmﬂhw&MMy«mMS
intakes a year covering topics such as Trade Caloulations, Applied Physics, Hydronics Theary, Plumbing Theory and Gas
Fitting Theary. My dedication to the industry partnered with my ability to mentor ncw instructors makes me an ideal
1mm“memwmmmmmmwmmm;mm&mmm
Thaok you for your consideration. [ ook forward to bearing from you soon.

Sincerely,

Enclosyre: Résumeé



Worksheet

Your name
Your address

Your city, state, zip
Your phone number
Your email address

Today’s date

Manager’s name and title
Department's name
Company’s name
Address

City, state, zip

Re: (Job code, if listed in an ad or job posting)
Dear (Mr. or Ms.):

Get the manager’s attention

Rouse the manager’s interest

Create a desire to meet you

Ask the manager to take action

Sincerely,
Your Signature
Pat Perfect

3HT, HARRY DAHLSTROM
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Company

Employer Research Sheet

Notes:

Interview Questions:

Company

Notes:

Interview Questions:

Company

Notes:

Interview Questions:

Company

Notes:

Interview Questions:

Company

Notes:

Interview Questions:
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Secott D. Johnson
6752 Gettysburg Dr.
Hudsonville, Ml, 49426
Home: (616) 669-4313
Email: 6752gettysbure@egmail.com

SUMMARY OF PROFESSIONAL QUALIFICATIONS

Experienced manager with expertise in human relations and project management

Proven success in the areas of leadership development

Active participant in the Organizational and Strategic Planning process

Extensive background in the area of OSHA/MIOSHA safety compliance

Strong knowledge of Federal and State Employment Law

Thorough understanding of operations management with significant exposure to lcan principles
Passionate in the arca of employee retention while well rounded in the arca of staff recruitment.

PROFESSIONAL EXPERIENCE

Human Resource Manager

Knape and Vogt Manufacturing

Grand Rapids and Wyoming, MI locations
Retail, OEM metal hardware manufucture
August 2005-Present

Successfully managed staffing/training requirement to match the surging needs of the organization. At date of hire
organization consisted of 548 team members. As a result of the recession of 2008, staffed was reduced to 464. From
2010 until now we have added in access of 400 team members, 260 of these team members were added in a 21 month
period.

Worked with GRCC to establish Manufacturing Readiness Certification program. This program trained and qualified
applicants looking to enter the ficld of manufacturing. This program has proven to be extremely effective, even during the
current work force shortage.

Implemented the use of numerous testing mechanisms to determine propensity for success in our skilled and semi-skilled
trades. These tests greatly reduced time spent on training candidates that facked mathematical and mechanical skills
required to do the job.

Established critical, working relationships with a tenured team that had grown to distrust its leadership.

Conduct annual compensation and benefit reviews. Making recommendation /changes as nceded.

Experienced and effective in working with people of diverse cultures and socio-economic backgrounds.

Oversight of all aspects of staff performance; progressive discipline, mediation of staff disputes and grievance procedures
in accordance with state and federal laws,

Created and implemented performance evaluation process that has been used to determine merit pay, advancement and
ultimately work force reductions.

Responsible for the organizations MIOSHA/OSHA compliance.

Promoted team unity via implementation of the Knape and Vogt social committec / care account.

Improved overall communication through the implementation of U-Talk meetings

Negotiated and maintained numerous contractual services to include temporary staffing, facilities management, uniform
services and vending. Successfully reduced these expenditures by a total of 27.3%.

Worked congruently with the operations management team to assist them in hitting their operational objectives.

Operations Manager

Clarion Technologies,

Caledonia, MT

Automotive and Non-Automotive plastics
May, 2004-August,2005

.

Oversee the daily operations of a three shift, 250 person injection molding / assembly facility.

Hire, train and evaluate a cross functional team of employee’s.

Oversight of all aspects of staff performance; progressive discipline, mediation of staff disputes and grievance procedures
in accordance with statc and federal laws

Maintain MIOSHA/OSHA compliance.

Developed cross training initiative that increased productivity by 12.6%.

Establish and lead the team towards key measure objectives.

Distributed daily workload to ensurc all departments’ complete work on time,

[mplemented lean manufacturing principles that improved productivity and quality standards.



Human Resource — Team Leader/ Shift Supervisor/ People Lead
Johnson Controls,

Holland, MI

Automotive Division, various locations

December 1993- May, 2004

e  Provided human resource representation to a three shift injection molding / assembly facility.
Oversight of all aspects of staff performance; progressive discipline, mediation of staff disputes and grievance procedures

in accordance with state and federal laws
e  Attended numerous behavioral based safety programs, to include the DuPont STOP program.
e Core developer and implementer of the J.C.1. (Johnson Controls) Leader in Training program. Program has served as the
bench mark for leadership development in no less then six other organizations.
e Responsible for the development and mentorship of thirty six supervisors and team feaders along with the indirect
mentorship of their immediate subordinates which at one time numbered in excess of 400 team members.
Served as a B.O.S. (Business Operating System) Quality auditor tasked with insuring HR compliance and consistencies

between all J.C.1. facilities.

Employee Benefits Sales Representative
Mony Financial Services

Miami, FL

April, 1991- December 1993

¢ Sold and serviced employee benefit packages to small/medium businesses in the great Miami area

K-9 Security Police Officer
United States Air Force — D.O.D. Division
April, 1987-April, 1991

e  Conducted drug and bomb dog searches per the direction of the US Department of Defense.

. Certified US Customs Inspector.
. Patrolled various world wide Air Force Installations securing niational resources.

e  Granted Top Secret Clearance.

e  Supervised/ mentored numerous up and coming Airmen.

Awarded; USAF Accommodation Medal, Achievement Medal, Good Conduct Medal , National Defense Service Medal,
NCO Professional Military Education Graduate Medal, Longevity Service Award, Basic Training and Tech Training
Honor Graduate certificates.

e Honorably Discharged.

Professional Affiliations / Certifications

Member of Society of Human Resources Management (SHRM)

L]
e  Certified Human Resource Specialist (CHRS) Michigan State University School of Labor
e Certified Employer Rights and Responsibilities Professional (CERRP) Michigan State University School of Labor
. HAZMAT- First Responder, CPR, AED Certification
Education

e Masters of Management with an emphasis on Human Resources - Aquinas College. (3.96 g.pa.)
Bachelor of Science in Business Administration sith an emphasis on Human Resource Management. — Aquinas
College

Associates in Arts - Grand Rapids Community College.

Employment Law / Applications in Human Resources- Michigan State University School of Labor.
Human Resource Management Level One and Two through the Grand Rapid’s Employers Assoc.
FMLA Compliance Certification through the Grand Rapid’s Employers Assoc.

DuPont Behavioral Based Safety Training.

Toyota Kata ~ Michigan Engineering

Johnson Controls Leader’s in Action Training.

Non-Commissioned Officer Training — U.S.AF.

A References Available upon Request
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