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Greet visitors and direct them to the appropriate offices

Conduct clerical duties, including filing, answering phone calls, responding to emails and preparing documents
Coordinate project deliverables

Perform accounting tasks, including invoicing and budget tracking

Schedule meetings and travel arrangements for senior members of the company

Provide administrative support for various departments

Recruitment and onboarding of new employees

Although there will
always bhe some tasks
that you have to complete
every day, administration

projects will add some
interest to your job as
each will be quite
different.




CAREER,

¢ Having good written and verbal communication skills.

e Dependability (showing up on time)
e Attention to detail

e Being a team player

® Problem solving

¢ Time management

EDUCATION.

-< ( Apprenticeship to be a Licensed General Machinist (429A).

e Self-control

® Focused

e Computer literate

 Being able to sit for long periods of time.
* Being self-motivated.

These courses also
include classroom
instruction including subjects

such as blueprint reading,
math, materials science,
mechanical drawing, among
other topics. Certification
requirements are optional
in this area.
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e Understanding cost and sizing for
— steel, brass, aluminum

e Accurately estimate purchased components & services
— manifolds, electrical components, cylinders, pins and
bushings, heat treating, welding, texturing, etc.

e [abor - they need to understand how much time
each department will need to manufacture the
many pieces that go into a mold.

e They need to be aware of each customer differing
needs and standards and include any cost drivers
in the tool estimate.

All that is the easy
part! The tough part
is understanding and
manipulating 3D CAD files
sent in for quote. Figuring

out the best combination
of mechanical, hydraulic
and pneumatic actions to
make a robust tool cost
effectively.
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EDUCATION:

¢ Having good written and verbal communication skills.
¢ Having manual dexterity.

e Dependability (showing up on time)

e Attention to detail

¢ Being a team player

e Problem solving

¢ Time management

e Self-control

e Being physically fit.

¢ Being able to stand for long periods of time.
e Being self-motivated.

Apprenticeship to be a Licensed
General Machinist (429A).



CAREER:
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MOLD
DESIGNER?

It is a person who can take a complex task involving many factors in a raw theoretical state
and turn it into solid three-dimensional data. A Mold designer must be able to assess the
function the part will play in an overall assembly, how the mating parts will fit and functic~,
what the dimensional tolerances required are and what type of impacts must it withstand.

A good mold designer will be able to work independently and without
Mechanical Engineering or direct supervision and simultaneously be comfortable in a collaborative

CAD/CAM Program grad. teamwork setting. He will be good at ‘out of the box’ thinking and be able
: to visualize 3D geometries. /




CAREER:

Learn the trade of
injection mold building
through a combination of
hands on practical training

with academic course
work during an
apprenticeship
period.

Apprenticeship into be a
~ Licensed Mold Maker (431A).
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What do they do?
A program manager is the
crossroads of information
in the day to day business

activities of a mold
manufacturer. All information
pertaining to a project
goes through them.

All Cavalier PMs came from the shop floor, often
starting as apprentices and moving their way up
from designing tools to managing them. They are
fully conversant in CAD software and understand the
anatomy of a tool. If required, they can pitch in and
help assemble/disassemble and troubleshoot tools.
A significant part of their time is spent in meetings
— at work, online or at the customers. They are
intelligent and good at solving problems. They must
make many decisions each day.

Apprenticeship into be a
Licensed Mold Maker (431A).



CAREER:
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The buying role differs from industry to industry,
but some of the general roles and responsibilities
that echo throughout the purchasing profession
may include:

e Decision making where new products and
services are concerned

e Reviewing current products/services

e Sourcing suppliers

e Supplier negotiations

e Making sure products/services get delivered
on time and meet the required standards.

e Monitoring of stock

e Working to a budget

e Quick reaction to market changes

e Supplier relationship management

e Attendance of industry events
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A sales person must be comfortable
dealing with various business
situations. They will be able to create
and give presentations one-on-one

or to a large audience. They need to
believe in their product and themselves
to be successful. Practical experience
in molding, part design, tool design
and tool manufacture while not a
requirement, are all things that will
enable credibility and lead to success.



‘ Cavalier Too!

& MANUFACTURING LTD.

3450 WHEELTON DR. | WINDSOR, ON | 519-944-2144
WWW.CAVALIERTOOL.COM

PEOPLE  PROCESS  EQUIPMENT



