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	ROLE PROFILE 

	Job title
	Quality Systems Manager
	Updated:
	February 2020

	Business
	Walkers Sausage

	Department
	Technical 

	Working Hours
	Days

	Location
	Walkers Deli & Sausage Co. 78-88 Cobden Street, Leicester, LE1 2LB

	ROLE SUMMARY 

	To ensure a robust Food safety quality management system is in place which is compliant with legislation and customer Codes of Practice. To oversee key activities of complaint handling, HACCP and to be the owner of all Technical reporting and communication to the business on behalf of Walkers Sausage Co. 

	

	Reports to
	Technical Manager 

	Direct & indirect reports
	QA Officer

	Key internal stakeholders
	WDSC Technical Team, Operations Team, Engineering Team, Hygiene Team

	Key external stakeholders
	Customers, 3rd Party Audit and service providers.

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES 

	
· Complete GAP analysis for any new/ updated legislation/ BRC versions /Customer Requirements, communicate changes to Technical manager and rest of business and update systems to ensure compliance.
· To document control all documentation relating to the company HACCP plan within the Food Safety and Quality Management System.
· Conduct and Facilitate all HACCP meetings and document all meeting minutes. Action any updates required to the HACCP plan and maintain the folder with up to date documentation/ validation/ commissioning records.
· Maintain internal audit schedule. Create and distribute internal audit packs as per schedule and ensure they are all completed and returned to technical within deadlines. Maintain action tracker; logging all non-conformances raised from audits and ensuring they are closed out and signed off within required timescales. Collate and trend data for business reporting. 
· Collate and trend data from Non-Conformance system for business reporting.
· Collate and trend data from Pest Control for business reporting.
· Collate and trend data from Taste Panels for business reporting.

Food Safety & Legality
· Support the QA Manager in development of product and environmental sampling plans with input from BRC and customer requirements.
· Create and maintain the traceability schedule, ensuring frequency of traceability exercises are completed as per BRC and customer requirements and that all traces are fully completed, documented and filed as required. 
· Manage the documentation of site risk assessments and ensure they are reviewed/re-issued within the required frequency. 
· To document control all documentation relating to TACCP and VACCP within the Food Safety and Quality Management System. 
· To communicate any updates in legislation/ BRC / customer codes of practice to the Supplier Assurance Manager.
Customer & Supplier Interface
· Review responses complaints to ensure responses are professional and meet consumer, customer and business requirements/expectations.
· Provide support to the QA officer for complaint queries.
· Provide support to the QA Officer for C of A queries and liaise with internal departments and customers in the event of an out of specification result.
· Log all non-conformances/observations/recommendations which have arisen from any external audits are logged and responded to in a timely manner. Save audit reports into the relevant location on the system along with any photographic/documented evidence.
To support site audits as directed by Technical Manager. 
· Maintain customer KPI systems, ensuring they are completed on time and in full. 
Reporting and Continuous Improvement
· Drive a culture of continuous improvement. Identify improvements in Food Safety and Quality Management Systems. Support all improvements and activities as required. 
· Compile all data collated from the technical team to generate all daily/weekly/monthly reports on time and in full. 
People Management
· Ensure that the quality culture is driven throughout the site via cross-functional support.
· Manage the technical training of direct reports to ensure that training is up to date in line with technical training matrix.
· Ensure that the requirements of the technical training matrix are compliant with the requirements of Legislation, BRC & Customer Requirements.
· Ensure SMART GRID objectives are set for the all direct reports and that interim and final reviews are completed to track performance. Review objectives where required and escalate any concerns of off - track performance to the Technical Manager.
· Set, review and manage performance of all direct reports in line with KPIs and objectives. Ensure Personal Development Reviews and Plans are completed on time and in sufficient detail to drive performance improvements.
· Monitor personal performance in line with KPIs and objectives. Ensure Personal Development Reviews and Plans are completed with line manager on time and in sufficient detail to drive performance improvements.
· Deputise for the Technical Manager in their absence to ensure food safety, integrity, legality and quality at all time

	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	· Previous experience of working in a similar role within a chilled food environment
· Experience in dealing with the major multiple retailers and implementation of their Technical standards / COP’s
· A strong technical background with a sound understanding of Microbiology, HACCP and traceability
· Experience of Tesco TFMS and BRC audit process
· Proven skills in developing and leading teams
· Strong influencing skills
· A positive and resilient leadership style with the ability to build and motivate your team and promote and drive changes in a fast-moving business. 
· Strong organisational and communication skills
· Strong analytical and problem-solving skills
· Excellent knowledge of MS Office – Word / Excel / PowerPoint 
· Strong communication and interpersonal skills including both written and verbal communication
· A need to be flexible, working in a 24/7 manufacturing facility


	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors

	Value 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 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.



	Please sign and date this document to confirm your understanding of the role profile.
	Signature:


Date:
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