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		ROLE PROFILE 

	Job title
	Quality Assurance Supervisor 
	Date
	23/09/24

	Business
	Savoury Pastry  

	Department
	Technical 

	Location
	The Cornwall Bakery 

	ROLE SUMMARY 

	· To support the operational teams in ensuring all elements of manufacturing are conducted in accordance with food safety, food defence, legality and quality parameters.
· Ensure all company policies, procedures and SOP’s are followed by all employees 
· To professionally and reliably represent the Technical Department and assist in the co-ordination of the activities of the QA team.
· To deputise in the absence of the Quality Manager to ensure support across all shifts.
· To work with the QA team to ensure adequate shift cover and completion of routine tasks against agreed schedules. 

	REPORTING STRUCTURE

	Reports to
	Quality Manager 

	Deputy
	Quality Manager 

	Direct & indirect reports
	QA team (indirect) both bakeries 

	Key internal stakeholders
	QA team, Bakery Management teams, Technical  

	Key external stakeholders
	

	KEY ACCOUNTABILITIES AND RESPONSIBILITIES 

	1. Evaluate, advise and make decisions on WIP and raw material shelf life extensions, temperature deviations against food safety requirements. 

2. Evaluate, advise and make informed decision regarding product quality parameters ie piece count vs meat weight,

3. Maintain adherence to quality standards and effectively communicate and escalate exceptions to specification in order to drive continuous improvements both to internal customers and from supplier base. Work with the bakery teams to ensure consistency and quality of all products. 

4. Lead any internal incident situations ie glass breakage, allergen spillage etc ensuring all applicable documentation is completed and the incident resolved to Technical and Customer requirements.

5. Monitoring and trending of Lab results and ensuring corrective actions are instigated where required. Escalation of issues as required.

6. Ensure the appropriate concession documentation/ non-conformance documentation and quarantines are issued and closed out in a timely manner.

7. To attend defined meetings and represent the department regarding the quality of the product in the absence of site Quality Manager. Raise any quality issues, complaints and make recommendations for the withdrawal of the product if required.

8. To identify, plan and implement projects that seek to continuously improve the overall products produced and the effectiveness of the QA team in conjunction with the Quality Manager. 

9. To ensure that QA cover is in place on each shift, accounting for holidays and sickness. This will be achieved by providing emergency cover by adjusting their own shift pattern and co-ordinating overtime / holiday cover amongst the rest of the team

10.  To assist / deputise for the Quality Manager with duties associated with customer / industry audits and visits as required. 


The Supervisor will co-ordinate the QA team to ensure completion of the following tasks;

11. Vigorously maintain compliance with all Company codes of practice, escalating any issues to area managers or departmental management.

12. To ensure all work in progress raw materials and end products adhere to specification and to quarantine those that do not comply.

13. To collect samples and take swabs for laboratory testing in order to ensure product safety and maintain customer confidence, in accordance with departmental schedules.

14. To audit HACCP and traceability records to ensure compliance against standard and defend due diligence.

15. To arrange taste panels appropriate to the number of unique products made in order to measure conformance to specification and positive release. Log all findings, both positive and negative. Act upon negative results and escalate to manager.
Management of retained samples for appropriate shelf life

16. To check and calibrate all listed relevant equipment to ensure equipment is fit for purpose and legal compliance of product is met. 

17. To ensure the monthly QA Audit regime is completed for shift allocations. 
Audit book contains; 
Glass and Plastic audit 
Probe, Water & Daily Scale checks 
Micro Swab schedules / Hand Swabs
GMP audit 
Monthly trace requirements 
Process Audit 
All CCP Weekly audits 
Plaster reconciliation
Restaurant Audit 
Positive air pressures 

Report any non-conformances via mainsaver system and enclose closure. Document Mainsaver reference . Non-conformances / Concessions on the audit report.
Escalate any ongoing issues to line Manager.

18. Annual validation of HACCP; CCP parameters and controls.

19. Train any updates or changes to CCP procedure and policy to all relevant bakery employees

20. Perform annual competency reviews for all CCP operators. 

21. Perform allergen validation swabbing to defined protocol.




	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	
· Literacy / Numeracy to National Level 2 Standards
· Excellent administrative skills.
· Ability to operate in house IT based systems
· Commercial and customer focus.
· Team working.
· Quality awareness.
· Attention to detail.
· Level 4 HACCP 
· Level 4 Food Safety 
· CI awareness and understanding  
· Confidence to interact in professional manner with customers.



	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and Federalism.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism.

	People Management
	The ability to understand people and their motivations, build good relationships with them and help them unlock their potential.

	Empowering others
	Creates an environment where people feel required and enabled to take ownership and responsibility.

	Coaching for performance
	The ability to help others achieve more through two-way feedback, clear direction and enabling.

	Analysis & Planning
	The ability to take a range of information, think things through logically and prioritise work to meet commitments aligned with organisational goals.

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.
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