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	Job Description


	Position
	:
	Chief  of Quality team
	Name/Surname:
	

	Group
	:
	QMS & Kaizen / Quality & Safety Management Group
	สำนักงานสาขา :
	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
	Coordinate with related functions at responsible groups to consolidate and review the quality management to develop a standard applied to all related. Then improve the methods to ensure that the company accomplishes the QMS as one of the company’s goal.
	· Quality Objective and Target
· Procedure or SOP

· Work Instructions

· Forms

	2
	Coordinate with related groups to screen the operation performance data and analyze the result to find improvement or corrective/preventive items.
	· KPIs report

	3
	Establish internal audit process to ensure the effective performance of working processes, then summarize to all concerned.
	· Internal Audit Itinerary

· Internal Audit check list
· Internal Audit Report

	4
	Coordinate with related groups to support the Assessment from Certified body and external parties
	· External audit report 

	5
	Issue the corrective action or preventive action and Monitor all corrective or preventive action requisition on area responsibility that are followed by procedure will be closed ontime
	· No. of issue CAAR-PAR
·  No. of Closed CAR-PAR 

	6
	Control the responsible department document to update all related documents comply with actual operation
	· No. of updated document

	7
	Control the Quality Management System web application to ensure all application can be support working process correctly.
	· Web application performance

· Update as requisition 

	8
	Coordinate and Review the survey questionnaire about the customer satisfaction which reflects with the working performance to ensure the service level meet customer’s requirement.
	· Custom Satisfaction Survey questionnaire

· Custom Satisfaction Survey result report

	9


	Prepare information and Facilitate quality management review include minute of meeting to ensure all agenda be communicated to all related.
	· Quality management  review material

· Minute of meeting

	10
	Coordinate and Conduct the Quality & Kaizen training course follow the Quality & Kaizen training plan
	· Training record

	11
	Facilitate monthly working group meeting include meeting agenda and minute of meeting to ensure all agenda be communicate to all related
	· Sufficiency of data and the meeting set up
· Summarize the minute of meeting

	12
	Others related to the Quality & Kaizen activities
	· 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.

	B. External

	
	1) Certified Body
	· Quality Assessment  

	
	2) Training Institute 
	· Training  conduct

	Qualification

	Education   
	· Bachelor or higher degree in Logistics , Engineering is preferred

	Experience
	· 3 years in warehouse or transportation project improvement or logistics field

	Others
	· Good in English Skill

	
	· Good in Presentation Skill

	
	Prepared by
	Employee
	Acknowledged by
	Approved by

	1. Signature
	
	
	
	

	2. Name/Surname
	
	
	
	

	3. Date
	
	
	
	


Revision : 1 / Date : 
Page 1 of 2
 

