Job Description

Quality Assurance Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	President

	Hire Date
	     

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

	Status
	


Major Responsibilities:


ISO related

1. Oversee the Quality System.  Ensure ISO quality standards are maintained throughout all aspects of operations.  Perform activities and take action as deemed necessary to ensure ISO certification is maintained.  

2. Oversee the conversion of the Quality system to meet the new ISO 2000 requirements.  Hold meetings; assign projects and train personnel as necessary for a successful conversion.  Format new system to fall within c-GNP guidelines.      

3. Perform the role and duties of ISO Management Representative. 

4. Coordinate all preparatory activities necessary for successful Management Review meetings.  Document actual meetings and perform follow-up tasks as appropriate.

5. Supervise both internal and external audits.  Train and supervise auditing activities of internal auditors.

6. Oversee the Preventive and Corrective Action activities. Confirm that proper resources have been allocated and tasks are performed in a timely and complete manner.                                                                                                                                                                                                                

Process related    

1. Participate in necessary activities to ensure client requirements of quality, quantity and scheduling are satisfied.

2. Design and revise procedures for quality process review during the various stages of production.  Verify adherence to such procedures.

3. Compile and review data on production quality and direct costs. Evaluate findings, and participate as appropriate in activities to promote quality and reduce costs. Determine reasons for unusual situations and recommend corrective actions to be implemented.

4. Addresses scrap reduction as a key job responsibility.  Work with all department heads, coordinating specific scrap related programs and projects.  Chart and report results.

5. Attend Key Order Review meetings.  Perform tasks assigned at such meeting.

6. Participate in research and development of new products.  Establish or modify procedures to address any unique quality concerns as new product lines are commercialized.

7. Organize effective training programs to upgrade and advance all employees in the effective execution of their job.

8. Develop and utilize methods for effective communication of quality and processing issues such that appropriate priorities are set for use of company resources.

9. Maintain the product sample area, making sure only proper, approved samples are available for distribution.                                                                                                           

Departmental supervision

1. Supervise all aspects and activities of the Quality Control personnel including hiring and terminating, training, performance reviews, and work assignments.  Develop and implement procedures and policies for the Quality Control Department.

2. Analyze and prepare departmental budgets.  Project manpower requirements based on estimated volume of work and operating costs for material and equipment.

3. Ensure all work orders have been properly reviewed and approved by Quality Control personnel at appropriate points of the production process. 

4. Formulate and participate in special projects directed toward improving the Quality Control Department.                                                                                                                         

General

1. Ensure all related activities are performed in a safe, reasonable manner.

2. Take appropriate actions to protect corporate confidential information properly.

3. Participate in any other projects or assignments as directed by Senior Management.

Physical Demands:


While performing the duties of the job, the employee is regularly required to talk and hear. The employee frequently is required to stand. The employee is occasionally required to walk, sit, use hands to write or type, reach with hands and arms, climb or balance, stoop, kneel, crouch or crawl. The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment:


While performing the essential functions of this job, the employee is not regularly exposed to moving mechanical parts, fumes and airborne particles. The noise level in some departments requires hearing protection.

	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



