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 Job Description
	Job Title: QMS & TQM - Coordinator
	Title: Asst. Manager

	Function: Quality Assurance
	Location: Hosur

	
Roles & Responsibilities:

1. Identify the requirements of the QMS/EHS system, compare with existing system to identify the Gaps and plan for necessary implementation of the requirements
2. Implement & Establish the Effective Quality Management System (ISO 9001) throughout
the plant
3. Co-ordinate the External Third-Party Auditor (TUV) for Certification Process
4. Responsible for Surveillance Audit Follow-up, Previous Audit Non-Conformance Corrective Closure and Action Implementation Verification on the Shop Floor
5. Maintain the Integrated Quality Manual and Procedures and update the Standard Requirements on time (Level 1 & 2)
6. Maintain the Master list of Documents and Records, their Revision History (Level 3 & 4) to be Standardize
7. Verify the Effectiveness of Qualified Internal Auditors at QMS / EHS
8. Define the Internal Audit Plan and releasing the Schedule for Auditors
9. Verify the Internal Audit Observation & Non-Conformance Closure Report with evidence of Action Implementation
10. Collect the Management Review Meeting data for all Departments and Verify the Action taken for Failures
11. Co-ordinate the MRM to compile the Minutes of Meeting preparation and Circular to CFT, then collect the Action plan for MOM Points
12. Collect the Objective Performance Tracker (KPI) for Overall Plant and their Failure CAPA Verification in all ‘3’ Plants
13. Monitor the Suggestion & Kaizen in Kiosk-QM Portal and Review done by HOD for Best Suggestions & Kaizens in Rewards & Recognition planning
14. All Plants Dept. wise Kaizen Implementation should be followed
15. Organize the External training to Staff’s for improve their QMS System and bring their Effectiveness
16. TQM knowledge, Update the reports regarding the TQM Activities.
17. Monitor the Sustenance audit for Customer Complaint CAPA Action Taken
18. Effectiveness verification for Process Audit & Internal Audits
	

	
	
	
	

	Success Metrics:
1. Six sigma project Co-ordination 
2. System Audit Schedule adherence (Internal & External) (ISO 9001, ISO 14001 & ISO 45001)
3. 'Procedure and record implementation according to New ISO Standards 
4. 'Kaizen Follow-up, 'QCC Project, 5S, Digitization & Conducting training 



Job Specifications
Qualification:  BE Mechanical Engineering 
Skill:   
1. Certified Internal auditor (ISO 9001, ISO 14001, ISO 45001),
2. Certified Six sigma - Green belt / Yellow belt
3. Hands on experience on TQM (Kaizen, QCC, 5S, Suggestion & TEI)
Experience:  BE Mechanical Engineering with 6- 8 yrs of Experience or DME 8 – 10 yrs of experience
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