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Role Profile Summary 

	Role:
	QA Officer (Logistics)

	
	

	Reporting to:
	QA Manager (Logistics)

	Direct Reports:
	NA

	

	Purpose of Role:
	To work closely with the QA Manager (Logistics), provide support and deputise in their absence across the 3 standalone logistics sites. 
Responsible for assisting with the implementation of food safety and quality procedures for day-to-day food manufacturing operations. Provide technical support to the operational and technical teams in relation to food safety, legality and product quality. Complete internal audits and carry out investigations in line with the requirements of the BRC Global Standard and business requirements. To ensure process controls are implemented, maintained and monitored to ensure the food products produced are safe, legal and meet the specified quality criteria.

Monitoring and maintenance of product testing requirements, analysis of results and instigation of investigations and corrective action.

The role requires the ability to build a strong cross functional relationship, to help lead a team, build capabilities, travel and spend time in the 3 standalone logistics centres. The individual must be able to work independently with minimal supervision, be proactive, organised and have good communication skills. Attention to detail is required with the ability to produce management reports and communicate key issues effectively on a regular basis.




	Accountability  


	Leadership

	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:

· Support the QA Manager (Logistics) by overseeing the site QA team to ensure effective implementation of food safety and quality management systems and pre requisites. 
· Support the QA team with their objectives, targets and development plans.
· Support the QA Manager (Logistics) with the recruitment and induction process for technical team members.
· Support the QA Manager (Logistics) with the performance management of the site technical team.
· Lead meetings and present technical information where requested by QA Manager (Logistics). 
· Attend and participate at meetings on behalf of the QA Manager (Logistics) where required.



	Accountability  


	Customer Focus

	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:
· Ensures product is handled produced to specified food safety and quality standards.

· Assist with the management of the non-conforming product procedure and effective implementation of corrective actions.
· Provide technical support for product recall / withdrawal / incident process and have the ability to lead in the absence of the QA Manager (Logistics).
· Developing and maintaining procedures to support other functions complete their food safety and quality responsibilities e.g. traceability etc. 

· Investigate customer complaints and provide detailed investigation reports when required.
· Ensure corrective actions are implemented concerning deviation to process parameters.
· Review trend information from trackers and generate / support continuous improvement plans.

· Support the QA Manager (Logistics) with the completion and implementation of the national logistics allergen risk assessment. 




	Accountability  
	Micro Reporting


	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:

· Manage and maintain micro testing schedule and review / update as required in line with group micro sampling guidance notes and micro criteria. 

· Ensure compliance with micro testing schedule in line with group micro sampling guidance notes and micro sampling policy for supply sites. 
· Monitors micro results and trends any non-conformities in line with the group micro criteria. 
· Provides support for micro investigations and root cause analysis where required.
· Provide data to assist with significant or escalated micro investigations. 

· Monitors and trends ingredient micro issues and reports information to site technical team / supplier technologists / Regional Technical manager.

· Monitor LIMS system in line with group microbiological requirements, and challenge any anomalies.



	Accountability  


	Compliance

	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:

· Monitors operational food safety and quality standards on site.

· Responsible for providing the support to the operational and technical teams to minimise food safety risk.

· Assisting with completion of routine audits in line with the site schedule.

· Support the QA Manager (Logistics) with the management of the internal audit SharePoint site, to ensure all audit reports and non-conformities are uploaded on the CAPA app on time and contain the right level of detail.



	Accountability  
	Operational Excellence


	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:

· Deputises for the QA Manager (Logistics) on the site HACCP team.
· Assists in the collation of information for HACCP meetings and supports with HACCP meeting minutes.
· Provides technical support for CCP training as required. 

· Completion of validation and verification tasks as per site schedule.
· Supports the QA Manager (Logistics) at BRC audits and deputises in their absence.
· Assists the QA Manager (Logistics) with management of the pest control contract and addressing site issues. 

· Supports the adherence and reviewing of CCP procedures.

· Driving operational standards for food safety and quality i.e., Housekeeping and hygiene inspections, etc.
· Completion and review of site risk assessments where required.
· Support PLM trial process when required.
· Support for projects aimed at improving product quality or safety as requested by QA Manager (Logistics).
· Maintain relevant reporting systems to ensure compliance to BRC Global Standards for Food Safety.
· Supports the follow-up investigations concerning non-conforming product incidents.

· Monitor and trending of held stocks, investigations and review of release / reject with QA Manager (Logistics).
 


	Accountability  


	Operational Support

	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:

· Supports the site to ensure BRC certification is maintained at the required grade.

· Ensures implementation and adherence to food safety and quality procedures at site in line with the requirements of the BRC Global Standard.  

· Support with the implementation of audit ready plans. 

· Support with food safety culture initiatives at site.
· Driving operational standards for food safety and quality. E.g. Housekeeping and hygiene, product quality, etc.

· Maintain procedures to support other functions complete their food safety and quality responsibilities e.g. traceability, transport, etc. 

· Provide advice and support as required for the designated site and teams e.g. projects, training dept, etc.
· Investigations and reports into site incidents.
· Provide technical support as and when needed and at other Greggs sites when requested.



	Accountability  


	Business Development

	KEY TASKS 



	Accountabilities across the 3 standalone distribution centres:

· Supports the QA Manager (Logistics) by attendance at meetings when required and follow up on actions.
· Presence in the factory at site to audit, investigate and improve site standards and awareness of food safety and quality standards.

· Contributes to discussion on development of technical strategy / plan via review meetings.
· Collation of data and trends to support reviews when required.
· Embrace and drive new technology such as Office 365 and related apps, technical hub applications, new ways of working and new hardware / software as introduced. 



	SKILLS, EXPERIENCE AND QUALIFICATIONS REQUIRED FOR JOB ROLE

	
	Essential
	Desirable 

	Skills

e.g. 

Computer literacy

Project Management

Interpersonal


	· Leadership skills

· Excellent verbal and written communication skills

· Planning and organisational skills

· Highly numeric 

· Good IT skills

· Auditing skills 

· Influencing skills

· Database operation
	· Professional detachment and objectivity.
· Managing people

· Good understanding of Office 365 and related apps e.g., SharePoint, One Drive, Teams etc.



	Job Related Experience

e.g.

Number of year experience required to do the role

Does the experience need to be industry specific
	· Min 2 years food Manufacturing experience
· Development of teams

· Application of HACCP systems
· Implementation of BRC Global Standard and participate in BRC audits

· Routine / internal auditing 

· Knowledge and application of key technology related to products manufactured within region

· Document control systems
	· Experience of allergen risk assessments and controls 



	Essential Qualification

e.g.

Professional

Vocational, i.e. City and Guilds

Educational (where appropriate)
	· Level 4 Food Hygiene

· Level 3 HACCP
· Basic microbiology 

· Internal audit qualification

· Food safety / food science related HNC/HND (or equivalent) 

	· Food safety / food science-based degree



	Additional Information

	Driving License
	Yes

	Mobility
	Needs to travel in line with role requirements

	Other
	Needs to offer out of hours contact

	
	Needs to be flexible to help support technical teams at other Greggs sites
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