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The finer details

Which site am I based at? 
Blagdon
Which team am I a part of? 
Site Technical 
Who do I report to? 
Quality Systems Manager
Who do I look after?
_based on site 
Team size – based on site
________
Do you have responsibility for a budget? 
No




















Qualifications & experience
Essential:

· High level of Attention to detail
· Good communication and influencing skills 
· Logical pragmatic approach to site compliance 
· Able to communicate with all levels across the business
· Good IT skills 
 






Desirable:

· Detailed process knowledge and understanding of operational constraints
· Previous experience in similar role.
	[image: ][image: ]Quality Systems Coordinator
Job description
We support the business in projects and implementation, openly sharing our knowledge and insight to help shape the processes and procedures in pursuit of excellence. We are proud of the products we produce, and all the brands we represent.
The purpose of your role
To support the business in ensuring compliance to the audit schedules, ensuring smooth transition of products from NPD to launch, ensuring updates to existing products are completed at the correct time. Maintaining KPI’s to provide the team with the relevant information. 


· Deputising for the Quality Systems Manager during periods of holidays/absence to be customer facing during external Audits, presenting of Pest Management and Audit findings.
· To co-ordinate audits to achieve compliance with the YV Manufacturing standard and customer audit requirements.
· Updating of KPI reports for sharing at the Technical Meetings.
· To ensure all Product Launches/Updates are checked and prepared ready for time of launch/changeover, updating relevant documents, to include but is not exhaustive;

· Machine Weight Sheets & Checkweigher Log
· Orientation Cards
· Allergen Risk Assessment
· Pathogen Base Tracker
· External Lab Databases
· Updating of Inline Verification Cameras
· Lims Database
· Inline Product Assessment (Attaching artwork, Labels, & QAS)
· Packaging Reference Number added to tracker

· Ensure delisted products are removed from relevant databases.
· Verification of outer case labels.
· Liaise with specification team regarding any legal information on pack of pack- eg allergens, barcodes, claims.
· To ensure all packaging change notifications (PCN’s) are completed correctly and on time and all reference documents are issued to relevant teams.
· Liaise with product change manager to ensure smooth changeovers via PCN’s and Smartsheets. 
· Controlling and issuing of all Display Documents on site.
· To issue amendment training/briefings/quality/safety flashes to all departments as required.
· Performing Canteen Audits.
· Collating of lists and sending of samples for external testing as required.
· Providing support to all departments on site as required.
· Attending NPD Meetings to ensure all new products adhere to current HACCP flows and to ensure no new Allergens are being introduced prior to sign off by the HACCP Team.
· Management of site COSHH Risk Assessments and ensuring they are reviewed on time.
· Arrange Pest Management visits and escort them during visits & attend Biannual Meetings.
· Perform annual packaging tare weight exercise and ensure checkweighers are updated.
what good looks like for this role

Food Safety  
Detailed and extensive experience and knowledge of Food safety and quality systems and processes.  

Coaching 
Able to coach and educate at all levels across the business to ensure Due Diligence requirements are understood and met at all times.


Energy & Prioritisation
Exhibits enthusiasm and encourages others to complete work in a timely manner, gaining satisfaction from team achievement. Clearly demonstrates team Prioritisation and facilitates team to work smart

IT / Systems /Technology 
A clear understanding and passion for systems and process. 
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TOGETHER & AMBITIOUS &  DISTINCTIVE &  TRUSTED




