JOB DESCRIPTION

NAME: 



______________________


POSITION DESCRIPTION:                
JOB TITLE:


ISO Management Representative
DEPARTMENT:    


Quality Department
REVISED BY:





REVISION DATE:


Updated: 2014/11/17
PURPOSE OF POSITION

To ensure that Nashua Limpopo’s Management system is compliant with the ISO 9001 code of practice.   

KEY PERFORMANCE AREAS:

To Manage, Update and Maintain the ISO 9001-2008 Quality system at Nashua Limpopo.
To Develop, Maintain and manage the Quality Management system in accordance to the international standard.
To Identify, Investigate, follow-up and resolve Product or Service quality problems at Nashua Limpopo.
To conduct internal quality training for Managers and ISO Representatives when requested.
To arrange internal / external Quality audits according to the specified standards

DUTIES AND RESPONSIBILITIES

MANAGE AND MAINTAIN THE ISO 9001 SYSTEM AT NASHUA LIMPOPO.

Maintain Nashua Limpopo’s Quality Management System and software in accordance with the current ISO international standards and requirements.

Take the necessary steps to update the existing system and take advantage of the latest technologies.

Inform management of changes in Requirements and Policies

Liaise with the Directors in regards to External Quality Audits.

Implement new Requirements, Policies and Standards if deemed necessary.

Arrange Internal / External audits randomly and when requested to do so by the Directors.

DEVELOP AND MANAGE A TOTAL QUALITY MANAGEMENT CULTURE AT NASHUA LIMPOPO.

Chair the quality management meetings.

Follow up on resolutions taken at the quality meetings

Report External and Internal audit results to directors.

To maintain the ISO 9001 quality standards.

IDENTIFY, INVESTIGATE, FOLLOW UP AND RESOLVE PRODUCT & SERVICE QUALITY PROBLEMS.
Survey statistics and trends in Management Review to identify problem areas

Assist in resolving customer complaints if so required 
Investigate and assist in resolving inter-departmental quality problems.

QUALITY TRAINING  

Identify Quality training needs 

Follow up on Quality training in Branch/Department and issue certificates on completion of training.
Maintain the Quality training registers.

AUTHORITY

Report directly to the Managing Director at Nashua Limpopo.


__________________________                                         ___________________________

EMPLOYEE                                                                      DATE

__________________________                                        __________________________

MANAGING DIRECTOR                                                  DATE

__________________________                                             _______________________________

L L ROBINSON                                                               DATE

HR ADMINISTRATOR 
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