          QUALITY ASSURANCE TECHNICIAN








MAJOR RESPONSIBLITIES





Directs the planning, coordination, training, implementation and management of the MPTQM Program and its activities.





Installs all Quality procedures to ensure an efficient, quality, cost effective process to best support daily production output of mail to be presented to the USPS.





Ensures MPTQM standard requirements are met.





Ensures consistent communications throughout the operation regarding the MPTQM Program.








RELATIONSHIP TO OTHERS:





Rarely has direct supervision of subordinates.





Often acts in an advisory capacity to all production units, ensuring all Quality procedures are adhered to and that all Quality documentation is maintained daily.





Coordinates Quality requirements with production manager and supervisors.





Responsible to and reports directly to upper management, advising in a timely manner all problems that arise in production relating to the quality of mail being produced.








TASKS:





Develops the MPTQM Program --  


Coordinates1 designs, and develops all procedures required for production, maintenance, and administrative support personnel.


Interprets Postal Service MPTQM requirements and related DMM standards.





Administers the MPTQM Program –


Provides recommendations for improvements, including fixes for breakdowns in quality, focusing on the prevention of future breakdowns.


Manages the Program and maintains all related documentation (forms, checklists, reports).


Applies changing Postal Service standards (MPTQM, DMM, labeling lists) and Operating Plans to the Program.


Monitors the Program from top to bottom including supervisor and employee adherence to all procedures.


Audits quality on a daily basis including execution of the MPTQM Results Standards.


Evaluates, analyzes and prepares reports, charts and graphs on quality indicators established in the Program.


Trains and helps motivate all managers and employees on Program procedures and company Quality goals.


Communicates Quality matters throughout the plant.


Reports Program status and progress, including success stories and deviations and breakdowns to senior management.


10. Serves as the primary interface with the Postal Service MPTQM Program Manager and technicians. 
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