[image: ]
JOB DESCRIPTION


Job Title:	Process Improvement (Quality Systems) Coordinator / Administrator 

Department:	QHSE

Reporting to:	QHSE Controller

			
Role Summary

The Process Improvement (Quality Systems) Coordinator / Administrator supports the effective operation, maintenance, and continual improvement of the company’s management systems. The role is responsible for ensuring administrative tasks are completed accurately, on time, and to a high standard.
 
Working closely with teams across the business, this position helps monitor compliance with relevant standards and legal requirements, supports colleagues in understanding those requirements, and contributes to identifying and implementing process improvements. The role also looks for opportunities to streamline activity, reduce duplication, and automate routine tasks where appropriate.

Key Duties & Responsibilities

1. Maintain accurate records, including: 
0. waste transfer notes and waste carrier licenses, 
0. legal requirements, 
0. non-conformance reports, ensuring actions are tracked to completion, 
0. maintenance and calibration schedules and documentation, 
0. internal audits, 
0. risk assessments, safety inspections and safety data sheets, 
0. actions arising from servicing, inspections and risk assessments, ensuring actions are tracked to completion. 

1. Review updated documents for accuracy, integrity and version control and ensure the timely review of documentation by document owners. 

1. Conduct compliance checks, workplace inspections and internal audits, using established guidance, reviewing suitable evidence to determine compliance status. 

1. Assist with problem-solving and root cause analysis, ensuring corrective actions adequately address underlying issues. 

1. Play an active role in promoting best practice and sustainability initiatives across the business, including waste segregation, energy usage and environmental awareness. 

1. Collect and provide relevant data to support decision making for the integrated management system. 

1. Support departments in understanding relevant legal, standard, and internal policy requirements. 

1. Contribute to automation and process efficiency initiatives. 





1. Attend departmental and company meetings.

1. Maintain safe working practices whilst undertaking your working duties at all times. Maintain the highest level of good housekeeping in the office.

1. Undertake any other reasonable tasks as directed by line management.

1. Work flexibly and be receptive and adaptable to a changing environment within a fast-paced Company.


This list is not an exhaustive list of duties and you may be liable to undertake such duties as may be reasonably required of you that are within your capability. 



PERSON SPECIFICATION




	Criteria
	Essential/Desirable 

	Experience  
1. Strong proficiency in Microsoft Office (Excel, Word, PowerPoint). 

2. Previous experience in an administrative role. 

3. Prior experience in quality, health, safety or environmental roles, or experience working with ISO Standards or completing internal audits. 

4. Experience with automation tools and dashboard creation. 
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	Skills
1. Highly organized and meticulous with exceptional attention to detail and accuracy in record-keeping. 

2. Professional yet approachable communicator, able to explain requirements clearly verbally and in writing. 

3. Ability to work independently, self-motivated and capable of prioritizing tasks effectively. 

4. Strong problem-solving skills with a logical, structured and evidence-based approach. 

5. Data analysis skills for reporting and process improvement. 
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	Education / Training / Qualifications
1. Knowledge of compliance standards and legal requirements for electronic products, health and safety and / or environment. 

2. Internal auditing qualification. 
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	Values
1. A passion to drive, authenticity, collaboration, conscientiousness, respect, responsiveness, honesty  

2. A passion for the environment and sustainability. 

3. A desire to continually develop and learn. 
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