Job Description

Director of Process Improvement

	Company Name
	

	Employee Name
	     

	Reports to: 
	Director of Operations

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Position Summary:

Responsible for establishing and managing company quality standards and specifications. Inspects work at various stages of production bringing variations to the attentions of the Director of Operations. Manages ISO 9000 efforts of the company.

Duties & Responsibilities:


• Establish and maintain Quality Standards per ISO 9001 requirements

• Collect, organize, monitor, and distribute information related to the functions of the Quality Department. This includes all NCMR’s (Non-Conforming Materials Reports), letters to vendors, library newsletters, etc.

• Coordinate all documentation in accordance with ISO 9001 standards. This includes organizing and maintaining filing system, revision forms and Standard Operating Procedures (SOPs).

    
• Design and generate reports as requested (i.e. NCMR charts, graphs)

    
• Assist with the development of documentation for the purpose of monitoring the company’s cost of 

quality. Maintain system on a daily basis including collection of documentation, data entry and report generation.

    
• Train Associates on quality procedures and programs.

    
• Work as part of a team and participate in XXXXXXX’s Total Quality Management efforts.

• All other duties and responsibilities as assigned by Director of Operations.

Qualifications:

• Minimum of Associates Degree, Bachelor’s Degree preferred in engineering discipline

    
• Minimum 3 years similar experience required, preferably in project/system development

    
• Experience utilizing a Total Quality Manager approach, ISO knowledge necessary

    
• Knowledge of paper packaging and folding cartons highly desirable

    
• Excellent verbal, written and presentation skills

    
• Highly computer literate

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



