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		ROLE PROFILE 

	Job title
	Technical Administrator  
	Date
	10/07/24

	Business
	The Cornwall Bakery 

	Department
	Technical 

	Location
	The Cornwall Bakery 

	ROLE SUMMARY 

	· To provide administration support to the Technical department, responsible for filing of bakery paperwork, providing information for traces and general office duties as requested.
· Administration of customer complaints, site complaint and customer complaint reports. 
· Provision of trace documentation and monthly reports as required 
· Completion and maintenance of customer export documentation.
· Support with any Technical administration requests.

	REPORTING STRUCTURE

	Reports to
	Quality Systems Manager 

	Deputy
	Other Tech Admin 

	Direct & indirect reports
	None

	Key internal stakeholders
	
Technical Team / Operations 

	Key external stakeholders
	

	KEY ACCOUNTABILITIES  AND RESPONSIBILITIES 

	
· To file and maintain the sites due diligence paperwork. Including M&S DNA tag administration.
· Review all HACCP paperwork and identify non-conformance/inaccurate paperwork. Feedback to Tech Managers for escalation.
· Raise non-conformances if necessary and log on to weekly issue log.
· Manage the archiving of all QA paperwork.
· Log and collate customer complaints and KPI data
· Provide written / online responses to customer and brand complaints as required.
· Completion of Export documentation using customer systems. Maintenance of export documentation and supporting information.
· Provision of monthly reports as required by Technical 
· Provision of bakery trace documentation as requested  
· Data entry as required.
· Archiving of bakery paperwork 


	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	
· Literacy / Numeracy to National Level 2 Standards
· Excellent administrative skills.
· Ability to operate in house IT based systems
· Team working
· Attention to detail.








	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors

	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Demonstrates the understanding that the satisfaction of our internal and external customers is the foundation of our success

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with PQP and Federalism.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with PQP and Federalism.

	Drive for Excellence
	Knows the most effective and efficient processes for getting things done, with a focus on continuous improvement.

	Resource Management
	Effectively manages resources and cost drivers to achieve sustainable productivity and profitability.

	Technical Expertise
	Has the skills, knowledge and experience required to excel in own area of specialism and the willingness to further grow and develop.

	Self-Management
	Uses a combination of feedback and reflection to gain insight into personal strengths and weaknesses, so that own time, priorities and resources can be managed to achieve goals.
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