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 Location: Warren / Morristown 


(Currently located on Technology Dr. in Warren, NJ.  Will be moving to   

 Columbia Rd in Morristown May 2010)


	JOB DESCRIPTION


Job Title: 
Quality Analyst
        

          
          Reports To:     Director, Quality Management
Department:
Global Service Operations


        FLSA Status:     Exempt   
SUMMARY OF ESSENTIAL FUNCTIONS:

Maintain and improve ISO 9001:2008 compliant Quality Management System. Serve as process owner for document and record control, corrective and preventive action, and internal auditing. Use software to extract, analyze, organize, manipulate, and report diverse technical data in response to a variety of needs. Collaborate effectively with people in all departments and at all levels within the organization.

SPECIFIC DUTIES, ACTIVITIES AND RESPONSIBILITIES INCLUDE BUT ARE NOT LIMITED TO:

· Maintain and improve Quality Management System (QMS) in compliance with ISO 9001:2008
· Communicate QMS requirements, status, and performance to all stakeholders

· Serve as process owner for document/record control, corrective/preventive action, internal auditing
· Lead internal audit team in the planning and conduct of internal audits
· Develop and maintain process documentation
· Maintain and administer electronic (MS SharePoint) controlled repository for documents and records
· Extract raw data from varied sources and transform into useful summary charts, graphs, and reports

· Comply with and ensure department compliance with Company health, safety and environmental policies
· Comply with all applicable U.S. export control and security regulations
· Other duties as required
POSITION REQUIREMENTS:

Education and Training:
Bachelor’s degree (preferably in a technical discipline) or equivalent job experience.   Training and/or professional development in quality management. 

Experience:

Maintaining Quality Management System for ISO-certified company




Performing statistical data analyses and preparing summary charts and graphs





Process mapping/modeling




Leading team problem solving (causal analysis) and process improvement activities
Knowledge and Skills:

- Superior communication skills: listening, speaking, reading, writing




- Technical writing using MS Word, PowerPoint, and Visio





- Advanced data analysis using MS Excel





- Strong analytical problem solving





- Good organization and attention to detail/accuracy
PHYSICAL/MENTAL REQUIREMENTS:

· Service oriented attitude, desire to serve and collaborate with others

· Ability to learn independently and apply what is learned to determining the best course of action

· Self-motivated, accountable, able to maintain focus on key objectives with minimal supervision

WORK ENVIRONMENT:

The work required for this position is to be performed on-site in a formal office environment.
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