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Job Description

Job Title:
Quality Systems Coordinator
Job Code:
JE2976
Job Grade:
3
SJC Code:
JACD3

Reports to:  
Management
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
December 29, 2005
Ed/Exp:
BA/7 Years
Travel:
< 10%
Lic/Cert:
None
Environment:
General Office


Objective: To lead and coordinate management and staff in planning, developing, implementing, and improving quality management systems, quality standards and related compliance.  To validate compliance to established company and/or departmental quality management standards.  To assess and interpret the application of quality standards and recommend methods of compliance.  To analyze emerging quality standards and related technologies, and validate on-going certification, operation, and integrity of company products based on evolving standards and technologies.  To validate the supportability of quality-based lifecycles in the initial definition, design, manufacture, and delivery of products and services.  To act as a single-point of contact to designated business units for the receipt and distribution of communications, goals and objectives involving quality standards and quality management. 

Essential Functions: 

1. Validates compliance to established company and/or departmental quality management standards.
2. Interprets standards and recommends methods of compliance.
3. Guides designated management and staff in compliance to quality standards.
4. Recommends original, innovative, and alternative ways to comply with defined standards.
5. Maintains a state-of-the-art knowledge of best practices in quality management, and achieves and maintains compliance in conjunction with designated management and staff.
6. Validates the application of best practices and identifies the need for enhanced processes, methods, and tools.
7. Develops methodologies to achieve and maintain compliance to quality standards, as directed.

8. Communicates quality management initiatives, requirements, and related perspectives through process improvement activities.

9. Guides management and staff to educational resources and training on quality standards, quality policies, and quality compliance.

10. Performs gaps analysis and audits of work product, production and quality against established standards.
11. Identifies and tracks non-conformance, anomalies, and discrepancies to established and/or proposed quality standards. 
12. Recommends process improvements based on LEAN concepts.

13. Conducts internal audits, as required or requested.

14. Conducts third-party audits, as required or requested.

15. Develops quality metrics, as required or requested.

16. Researches, designs, develops, tests, evaluates, and validates the accuracy of quality assessment tools.

17. Uses designated quality tools to manage automated document control systems and problem tracking systems.

18. Analyzes emerging quality standards and related technologies, and validates on-going certification, operation, and integrity of company products based on evolving standards and technologies.

19. Provides management and staff with consultation on the quality aspects of training, operations, support systems, service scope and delivery, maintenance, modification, and retrofit issues.
20. Validates the supportability of quality lifecycles in the initial definition, design, and manufacture of products.

21. Acts as a single-point of contact to designated business units for the receipt and distribution of communications, goals and objectives involving quality standards and quality management.

22. Identifies changes and trends in quality management, conducts research and analysis, produces recommendations, and implements changes, as directed. 

23. Develops and maintains collaborative relationships with designated business units, as directed.
24. Conducts original presentations on quality management to internal teams, management and others, as required.
25. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in a quality discipline, industrial engineering, business or a related field, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Seven (7) or more years of related experience evaluating quality management systems, developing workflow and document procedures, or the equivalent and validated proficiencies.
Skills, Knowledge & Abilities: Demonstrated proficiency leading and coordinating management and staff in planning, developing, implementing, and improving quality management systems, quality standards and related compliance.  Demonstrated proficiency validating compliance to established company and/or departmental quality management standards.  Demonstrated proficiency assessing and interpreting the application of quality standards and recommending methods of compliance.  Demonstrated proficiency analyzing emerging quality standards and related technologies, and validating on-going certification, operation, and integrity of company products based on evolving standards and technologies.  Demonstrated proficiency validating the supportability of quality-based lifecycles in the initial definition, design, manufacture, and delivery of products and services.  Demonstrated proficiency acting as a single-point of contact to designated business units for the receipt and distribution of communications, goals and objectives involving quality standards and quality management.  Demonstrated proficiency validating the application of best practices and identifying the need for enhanced processes, methods, and tools.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.  
Licensure/Certification: Certification in quality systems management, preferably involving the aerospace and/or marine industries, is desired. 

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.

All content is Copyright © 2005 Jeppesen All rights reserved. No part of this document may be released, used, reproduced or distributed in any manner whatsoever without prior written permission from the copyright holder.

