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1.  JOB INFORMATION 

JOB TITLE: Quality Assurance (QA) Auditor 

BAND:                                     5 

DEPARTMENT:                      Technical 

REPORTS TO:                        Food Safety and Quality Manager 

RELIEF:                          QA Auditors / FS&QMs 

LOCATION:                             Ashbourne 

 

2. JOB PURPOSE 

Implementing, auditing and continual improvement of the Quality Assurance System 
by providing Technical Support to the Production, Maintenance and Hygiene teams. 
Ensuring food safety and integrity to meet customer quality standards and legislative 
requirements by taking corrective action in order to guarantee that products are 
maintained within specification. 

 

3. RESPONSIBILITIES 

3.1 FINANCIAL:   Commercial awareness of impact of actions  
 

3.2 DIRECT REPORTS:   None 
 

3.3 ORGANISATIONAL STRUCTURE / REPORTING LINE 
 
 

 
 
 

 
4. DUTIES/ RESPONSIBILITIES 

QA Function 

• Auditing of factory environment (including hygiene / cleaning activities), 
processes, products and records to verify the business is operating to agreed 
standards and procedures, and identify discrepancies, agreeing action plans with 
the Manager responsible to correct any non-conformances / prevent re-
occurrences. 

Technical Manager  

Food Safety and 
Quality Manager 

QA Auditor 
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• Reporting of factory technical status and issues of non-compliance, both verbally 
and in writing and any subsequent action plan that may be devised. 

• Maintenance of Quality Assurance System – Retrievability of process and quality 
records to verify product Specification, quality, safety and due diligence. 
Continuous improvement and internal auditing of procedures, records, product 
and hygiene specifications, cleaning effectiveness, stock management (raw 
materials, work in progress, finished product), crate / trolley / tray wash 
effectiveness, photographic standards.  Auditing may be both in the local 
business or as part of the independent auditing team. 

• Auditing of HACCP system to guarantee product safety e.g.: nut and glass 
policies. 

• Traceability of all ingredients through to finished products to customer deliveries – 
including forward and backward traceability exercises. 

• Performance of critical tasks to maintain the Quality System e.g. thermal process 
validation (datapaqs and p values), calibration (e.g. probes, datapaqs, weights, 
MAP, metal detection, anemometer), temperature monitoring etc. 

• Provide Technical guidance and support to other departments (particularly 
Production / Hygiene / Engineering), encouraging understanding and awareness.  
Provide specific training as required. 

• Participation in operational problem solving, technical / hygiene problem solving, 
and project work as allocated. 

• Any other duties as may be required to fulfil the needs of the role. 
 
KPIs 

• Food Safety Site Index  

• Product Quality monthly score 
 
Continuous Improvement 

• Take responsibility for, and always promote good workplace organisation  
 
Environment 

• Optimise energy usage, looking at opportunities for energy reduction and 
carbon footprint reduction. 

• To work in a manner that actively seeks to reduce any negative 
environmental    impact in relation to the processes and procedures operating 
within their area and across the wider business e.g. reduction of waste, 
recycling etc. 

 

 

 

 

5. MEASURABLE OUTPUTS 

• Accurate upkeep of QA System 

• Effective and timely responses to customer queries and complaints 

• Achieving audit grades 

• Achieving KPI’s and providing clear direction for improvement 
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6. HEALTH AND SAFETY RESPONSIBILITIES 

Responsible through normal channels of communication for implementing the 
company procedures for Health and Safety matters.  You will take all reasonable 
practicable measures to ensure the health and safety of all persons working under 
your control.  You have a general duty of care for all employees, visitors, the 
environment and contractors working in your departments.  You will be responsible 
for ensuring that all personnel under your control are made aware of the Health and 
Safety Policy and safety rules and that the appropriate training and information on 
health and safety mattes are given. 

• Understand the Health and Safety Policy, Company Safety Rules and Statutory 
requirements applying to all operations under your control. 

• Ensure that the arrangements made by the Company to secure the Health and 
Safety of employees are implemented. 

• Ensure that all persons in your department are trained and given such 
information, instruction and supervision as may be necessary to enable them to 
work safely, without injury to health. 

• Ensure that all persons in your department know the procedures for reporting 
accidents 

• Ensure that all persons in your department are made aware of the location of the 
first aid facilities 

• Ensure that all persons in your department are familiar with the routine in case of 
fire or other emergency that might require evacuation of the workplace 

• Ensure that all accidents and dangerous occurrences are investigated promptly 
and reported, stating the cause of the accident and/or occurrence and the action 
taken or recommended to prevent recurrence 

• Ensure that hazards in the departments are identified and that risk assessments 
are completed, to the appropriate standard. 

• Ensure that all substances under your management have suitable and sufficient 
risk assessments (COSHH) completed (if appropriate), are stored in the correct 
manner and that copies of all COSHH assessments are passed to the Health and 
Safety for inclusion in the COSHH Manual. 

• Continually seek to develop safe practices and safe systems of work 

• Set an example in safe behaviour 

• Where applicable, ensure that all plant, machinery and equipment is safe to use 
and, that all dangerous parts of machinery are guarded and that the guards 
provided are correctly fitted, adjusted and maintained, whilst the machinery is in 
motion or use 

• Ensure that overalls, protective clothing and equipment provided is adequate for 
the purpose intended and is used by all persons as appropriate 

• Ensure that good housekeeping and hygiene standards are maintained 
throughout your areas of responsibility 

• Ensure that appropriate remedial action is taken in respect of all reported defects 
and complaints relating to Health and Safety.  

• Ensure full honest co-operation with the appointed Safety Representatives where 
appointed, in matters relating to Health and Safety.  
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• Ensure full co-operation with legal / HR and appointed claims investigator in 
matters relating to employer’s liability claims 

• Ensure that at least 4 times per year, systematic and comprehensive safety 
inspections are carried out throughout your departments/areas.  A copy of the 
report must be submitted to site’s Health and Safety Advisor.  Corrective action 
must be implemented based on all written reports and on other performance 
indicators.  

• Ensure that where a contract has been agreed to carry out a task within your 
department the system relating to temporary employees or contractors is 
followed.   

 

7. KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED 

Essential Desirable 

• Communication and interpersonal 
skill through cross – functional 
teams and departments. 

• Good General Education to 
include Maths & English at Grade 
C or equivalent 

• Initiative, self-motivated, 
assertive, tenacious, well 
organised, influencing skills. 

• Team worker. 

• Customer focussed approach. 

• Problem solving and decision-
making skills. 

• Working knowledge of Excel / 
Word / PowerPoint. 

• Experience in similar food quality 
role 

• “A” level / HND (preferably food 
related)   

• Knowledge of HACCP, BRC 
Standards, Food Legislation, 
Food Hygiene. 

• Advanced Diploma in Food 
Hygiene Management 

• Intermediate Certificate in Applied     
HACCP Principles 

 

 

 
 DATE: 

JOB HOLDER: 
 
 

 

LINE MANAGER: 
 
 

 

HUMAN RESOURCES BUSINESS PARTNER: 
 
 

 

 

Note: 
This description is intended to be a guide of what duties are most likely but should not be taken as a definitive list.  The company 

reserves the right to vary duties and add duties as they see necessary. 


