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	POSITION

DESCRIPTION



	Role Position:
	QA Coordinator
	Department:
	Bundaberg Packing Facility

	Reports To:
	Group Services
Business Manager
	Location:
	Bundaberg

	Liases With:
	Sales Team
Operations Team

Site Management Team
	Direct Reports:
	QC Staff

	

	Job Function: 

	To coordinate and manage the quality processes, procedures and team at the Bundaberg site.

	

	Requirements: 

	Skills / Knowledge:
	Competencies:

	· 2 years experience with produce quality 
· HACCP Awareness 2 day produce course
· Fruit & vegetable knowledge
· Computer and tablet literacy

· Quality control grounding

· QA systems experience
	· Intermediate/advanced MS Office (Word, Excel) skills
· Strong numeric analytical skills

· Team coordinator with strong work ethics, flexibility in approach and supportive of others

· Communication skills suitable to deal with a wide range of clients (internal/external) to ensure accuracy of information

· Efficient organizational skills, proficient with time management

· Solution oriented lateral/logical thinking skills
· Commitment towards further learning and career advancement


	Measurables: 

	KPI’s Responsibilities:
	Performance / Measurement tools:

	· Ensure the food safety and statutory obligations of Carter & Spencer are achieved.

· Coordinate and participate in the completion of all daily QC tasks as required e.g. inbound checks, outbound checks, retention sample management

· Advise on storage, rotation and maturity issues of stock on hand

· Maintain the necessary elements of food safety programs to enable customer supply expectations

· Provide corrective actions for non-conforming stock and operations

· Promote a high quality workplace health and safety program that installs a ‘safe work’ culture in staff 

· Complete quality projects as assigned to achieve desired outcomes

· Complete all other tasks as assigned by the supervisor

· Actively demonstrate team work and company values

· Promote good team work through effective supervision, rostering, communication and practices

· Maintain a business like interaction in the workplace

	· 100% inbound check completion

· 100% outbound check completion

· 100% retention sampling program compliance

· LTis

· Full induction completion

· Timely and accurate reporting and documentation

· Regulatory compliance

· Quality and food safety code compliance

· Customer DIFOTIS

· Full staff roster and operation coverage




	Additional Information:

	Smoking Policy:

The Company enforces a policy which prohibits smoking in Carter & Spencer facilities. Smoking is only permitted in designated locations during scheduled breaks and the incumbent will be required to comply with and enforce this policy.

Health & Safety:

The incumbent will be required to comply with all company policies, procedures and standards in relation to workplace health and safety, fleet safety, HACCP and QA for the safe and effective operation of the business and the welfare and interests of those who work for the organisation and customers.

The incumbent will also be required to wear and/or use any personal protective equipment deemed necessary for their safety in the performance of their duties and ensure this policy is enforced in the workplace.

Appearance:

The incumbent will be required to attend work dressed in an appropriate businesslike manner.

Employee Name:

_______________________

Employee Signature:

_______________________

Date:



_______________________

Employer Representative:
_______________________

Signature:


_______________________

Date:



_______________________
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