




Practical Services Limited

Mission Statement

To provide professional Human Resource services and advice designed to add value and to improve the operations of the Zieland Group of Companies.

Job Description

	Job Title:
	Quality Assurance Administrator

	Major Function (Purpose):
	To provide comprehensive administrative support service and assistance to the staff and management in the area of Quality Assurance (QA) by supporting and assisting the Audit & Quality Assurance (AQA) Manager and Audit & Quality Assurance (AQA) Team.

To provide administrative support and assistance in the development, implementation and maintenance of QA systems, procedures and practices consistent with the Zieland Group of Companies’ strategic direction. 

	Responsibilities:
	· To ensure the delivery of administrative support services and assistance are provided to the QA Team to an exceptionally high standard.
· To provide administrative assistance with the development and maintenance of excellent QA practices in all Company operations.

· To assist with maintaining and administering all QA related functions as directed and assigned.

· To ensure confidentiality within the role is maintained at all times.

· Ensuring all KRAs and KPIs are met.   

	Regular Duties:
	· Administer material, data and procedures for the AQA Team to ensure appropriate QA practices are developed, implemented and monitored to meet legislative and QMS compliance and best practice.
· Participate, administer and assist in the following functions/services and administrative areas as assigned:
· Document Control Maintenance (CMS/OPR/QMS) - processing, editing, follow up, publishing and reporting;

· Document Control Development (CMS/OPR/QMS) - planning, liaising, administration, editing, publishing and reporting;

· System Improvements – identification, meeting attendance, processing, notification/follow up, analysis and reporting;

· Annual Reviews – process reviews, documentation reviews, analysis and reporting;

· Student and Staff Evaluations – inputting/data entry, statistical compilation, analysis and reporting;

· Call Recording – implementation, administration, evaluations, statistical compilation, analysis and reporting;
· QA Development Projects – implementation, administration and processing.

· Prepare QA documentation and material through efficient and accurate proofing for spelling, correct sentence structure and layout.

· Provide administrative support and information to staff and management regarding QA policies, procedures and practices.

· Assist with writing, recording, data entry, minute taking and word processing of documentation for each QA system as required.

· Maintain accuracy and relevancy of systems.
· Master documents maintaining strict version control and following mastering, tracking procedures.

· Maintenance of filing and administration systems as per required procedures.

· Document all QA related initiatives and functions.

· Regularly review all KRAs and KPIs to ensure they are met.

· Ensure compliance with ISO and NZQA requirements and internal procedures (e.g. maintenance of tracking schedules, mastering of documents, record management etc.)
· Provide coverage (both for absences and as workload dictates) to the QA Administrator and assigned functions and coverage for the role of QA Advisor (namely, the areas of Student Complaints, Student and Staff Evaluations, Academic Honesty and associated analysis and reporting).  
· Provide administrative support to the AQA team as required.

· Assist the AQA Manager as required.

· Carry out other duties as required.

· Act in line with Company, group and project processes.

· Work co-operatively as part of a team at all times.

· Attend and productively contribute to meetings and other Company involvements as required.

· Maintain good working relationships with external agencies and other business areas. 
· Undertake special projects.
· Other similar duties as may be required.
· Report regularly to the AQA Manager.

	Responsible to:
	Audit & Quality Assurance Manager.

	Personal Specification:
	· Academic/Vocational Qualifications (Preferred):

· Competent in the use of MS Office products.
· Evidence of knowledge of the Treaty of Waitangi and Tikanga Maori

· Office Management qualification.

· Computer qualifications to Level 4 or equivalent.

· Attributes/Experience (Preferred):

· A strong technical knowledge

· Orderly approach to administrative tasks

· Ability to plan and meet deadlines

· Computer literacy

· A sense of humour

· An enjoyment of working with and for people

· 2-5 years practical administrative experience.

· Excellent standard of spoken and written English.

· Excellent communication skills.

· Ability to work well in a team.

· Be able to co-ordinate with all other groups and their staff and have compatible systems in place.  

	Performance Development Review:
	An annual performance development review or semi-annual performance development review will be based on agreed performance objectives. The actual review will be conducted by the relevant Manager.

	Standard Requirements:
	The nature of our business dictates that all staff members have high personal standards – Corporate dress; professional attitude towards clients; cultural sensitivity; and a tidy and efficient workstation/classroom. 

	Timetable:
	See Individual Employment Agreement, clause 6.

	Misc:
	Social Club
$ 2.00 per week
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	Date:
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