
 

 

 

 

Main Job Function:                                                                    

We are looking to recruit an experienced Quality Coordinator to work within a busy team across 3 

sites (1 in Sowerby Bridge and 2 in Brighouse).  

The position is a multi functional role where you may be dealing with internal NCR's one minute and 

inspecting product the next.  

The main focus for the position initially will be to promote Root Cause Analysis and the introduction 

of robust corrective actions.  

The ideal person will be a highly organised and motivated individual, able to prioritise a demanding 

workload, and will have a flexible and adaptable approach to work.  

The nature of the role also requires a self-starter who is able to work on their own initiative but also 

understand the importance of team working and communication.  

A meticulous attention to detail and thorough approach is required, particularly in relation to 

documentation.  

The role would suit a confident individual with experience of a busy quality department and 

excellent people skills with the ability to communicate with people at all levels.  

This is an excellent opportunity for the right calibre of individual, with scope for development within 

a dynamic growing business.  

  Detailed Tasks                  

 Customer Complaints:- To assist and provide cover for Customer returns with a view to 

taking over the role in the future. Investigate the reported faults on hose returns, create a 

report for the customer detailing the faults, investigation and recommendations, utilising 

the 8D Method. To log the returns details into the NCR database. To place orders on the 

system for replacement/reworked hoses where required.  

 Root Cause Analysis / Corrective Actions :- To coordinate & assist in the Root Cause Analysis 

process using methods such as Ishikawa & 5 Why in a multi-discipline team. To ensure the 

issues are closed in a timely manner and the corrective actions are robust enough to stop 

repeat occurrences.  

 Monitor NC's:- Ensure non-conformances are completed in a timely manner utilising 

problem solving techniques, assisting department heads in getting an effective close out.  

 Internal NCR:- Internal non-conformances to be collated and trends analysed. Formal non-

conformance reports to be raised for repeated issues. 

 



 

 

 

   

 Collate Statistics:- All statistics to be entered in to a presentable report for monthly 

meetings  

 Quality Plans:- When requested by customer, Quality Plans to be raised and approved by 

customer.  

 Witness Inspection:- When requested by customers and coordinating with Sales and 

Production arrange third party witness to be carried out on in the Test and Packing 

department. The Coordinator will also attend the witness testing.  

 Continuous improvement to systems:- Review each department with the department heads 

to continuously review the documentation for their departments and suggest how this could 

be streamlined to ensure effective functioning of the department.  

 Supplier monitoring:- To assist the Purchasing Department in monitoring supplier 

performance.  

 System Audits:- Audit when required, and ensure audits are carried out and documented in 

a timely manner, raising non-conformances as required.  

 Quality Champion:-  To act as a Quality Champion and assist department heads in the 

creation, investigation and resolution of NCR's  

The right candidate must have the following:-  

  Essential Attributes  

 GCSE Level Education  

 Minimum 3 years worked in Quality Assurance Department  

 Strong working knowledge and understanding of quality systems, such as root cause 

analysis, 8D problem solving, corrective action.  

 Systems auditing  

 Good Communication skills (with people at all levels)  

 Engineering Background  

 Computer literate  

 Excellent organisation skills  

 Lives a commutable distance from Sowerby Bridge / Brighouse   

Any other duties that are deemed appropriate by the organisation  

Please note the position is 40 hours a week, and the working hours are 8.00 a.m. until 5.00 p.m. 

Monday to Friday.  

 


