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	Job Description



	Position
	:
	Assistant QMR
	Name/Surname

	Group
	:
	Quality Management System /  Quality & Safety Management Group
	Branch
	:
	Head office

	Roles and Responsibility :

	Develop, implement, maintain, and continuously improve the operation in term of ISO9001 and company’s regulations.

	No.
	Responsibility
	Indicators

	1
	Review the single standard of quality management system with related persons to apply to all sites. Then, improve the methods to ensure that the company accomplishes the QMS as one of the company’s goal.
	· Quality Objective and Target
· Procedure/ Work Instructions

· Forms

	2
	Establish monitoring system to ensure the operation performance efficiency or to coordinate with related to improvement the action to achieve the target.
	· KPI items

· KPI target 

· KPI report

	3
	Establish internal quality audit plan, then follow up the progress to meet the plan.
	· Internal Audit plan 
· Audit checklist

	4
	Review the Assessment from Certified Body
	·  Audit Itinerary

	5
	Monitor the status of corrective/preventive action requisition and the result of action to ensure the requisitions are corrected or prevented.
	· Corrective/Preventive action  status report

	6
	Control the document management  system to ensure the system working properly
	· Efficiency of Document control application

	7
	Establish the Customer Satisfaction Survey
	· Customer Satisfaction Survey report

	8
	Review information and facilitate for quality management  review
	· Sufficiency of data and the meeting set up
· Summarize the minute of meeting

	9
	Establish and evaluate the training course concern with QMS & Kaizen
	· No. of training courses
· Course outline

	10
	Monitor the improvements’ campaign and Evaluate the improvement application. 
	· No. of improvement applications

· On time announcement the evaluation result

	11
	Coordinate with related departments to establish the improvement activities include project improvement from RHQ and GHQ.
	· Project monitoring and report 

· No. of achieved Projects

	12
	Support the quality and Kaizen policy by establishing the related activities.
	· No. of activities.

	13
	Others related to the Quality & Safety Management
	· No. of success assignments


	Other Coordination

	
	Department
	Content

	A. Internal

	
	1) All operation & support departments
	· Quality & Kaizen coordinating  / Internal audit

	
	2) HR & GAG
	· Training, Meeting, and visiting scheduling.

	
	3) ITG
	· Information system for QMS & Kaizen

	B. External

	
	1) Certified Body
	· Quality Assessment  

	
	2) Training Institute 
	· Training  conduct

	Qualification

	Education  
	· Bachelor or higher degree in Logistics 

	Experience
	· 5 years in Transportation, Warehouse or other Logistics field.  

	Others
	1) Knowledge and skill in ISO 9001 internal audit. 

2) Knowledge  in  company policy, procedure and work instruction
3) Good in IT skill to maintain Quality management information system
4) Good in English Skill
5) Good in presentation skill 
6) Good in coaching skill
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