Job Description

Quality Assurance Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	President/General Manager

	Hire Date
	     

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

	Status
	


Basic Function:


Overseeing and maintaining the Quality System, and to generate process improvement at all levels of the organization.

Job Specifications:


Education Requirements - Minimum High School Diploma or equivalent with College Degree in Business Helpful.

Experience Requirements - 3-5 years of Quality Management in printing/graphic arts industry.

Skills Requirement - Good typing skills, proficient knowledge of MS Word and Excel.

Supervisory Dimensions:


Provide specific job related direction for QA department personnel. Provide coaching and training needs for all other personnel at XXXX Printing Company as needed.

External Contacts:


Frequent contacts with consultants. Occasional contacts with vendors and customers.

Internal Contacts:


Frequent contacts with Managers, Supervisors and weekly meeting with QSC. Occasional contact with all employees.

Decision Making Responsiblities:


Call meetings at all levels of the organization. Establish task teams and standing committees . Implement TQM process and projects throughout company.

Consequence of Errors:


Mishandling of documents could result in personnel using outdated procedures, causing potential rework.

Exposure to Confidential Information:


Often exposed to confidential information. Premature release of information could result in termination of employment at XXXXX Printing Company.

Working Conditions:


Physical Requirements - Ability to work at a computer sometimes for an entire day.

Mental Requirements - Mental alertness required at all times. Must be multi-task functional individual, frequent meetings, and deadlines to meat.

Key Activities:


60%

1. Monitoring Quality System

          * Management Review

          * Quality System Documentation

          * Monitor Corrective Action Progress

          * Monitor Preventative Action Progress

          * Coordinate Quality Audits

                • Internal

                • External

15%

2. Facilitate Meetings
          * QSC

          * Task Teams

          * Internal Audits

          * Schedule Meetings

15%

3. Coordinate Training Activities
          * Training Committee

          * QE&T/TQM

          * Procedural Training

          * Personal

          * Other - Prepare Curriculum

10%

4. Create/Prepare New Systems
          * MPS

          * Leadership Process

          * Other

	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



