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	Job Title:  Quality Technician (General & Goods-In)

	Current Job Holder(s):  Various

	Department:  Technical

	Date Created/By:  March 2026 / L Thompson



	DEPARTMENT DESCRIPTION

The Technical Department is responsible for the successful technical development and control of all new and existing food products sold by the company. The department ensures all items are produced within the appropriate regulatory environment, to customer and company specifications and towards the delivery of business plan objectives.




	JOB PURPOSE

Support the day-to-day function of the Quality team within the Technical department and the wider Operations teams by completing quality, safety and legality checks of all processing machinery and equipment, as well as all WIP and finished goods manufactured and stored on site.

Ensure all delivered materials (ingredients, packaging, third party manufactured products, and merchandise) meet safety, quality, and legal standards and suitably control all materials deemed unsafe in accordance with our quarantine management systems.

Being a supportive member of the Technical team by ensuring compliance with the company’s Quality, Food Safety, HACCP, GMP and H&S procedures. 




	RESOURCES MANAGEMENT

Management responsibility for: No direct reports. 

Reports to:  Quality Supervisor

Budgetary/financial framework:  No budget or financial responsibility




	KEY RESPONSIBILITIES

General Activities:

· Carry out visual hygiene inspections of clean machinery and equipment and to perform routine ATP and protein/ allergen swabbing to verify that the standard of cleaning is satisfactory. To report non-conformities to the appropriate department for action. 
· Carry out routine line checks and CCP verification checks in all production areas, reporting any non-conformities to production and the Quality Supervisor.
· Assist in the investigation of foreign body finds, CCP investigations and other potential food safety incidents.
· Carry out internal food safety audits (GMP, foreign body, glass/plastic) as scheduled by the Quality Supervisor.
· Carry out various calibration checks, including weigh scales and fridge temperatures.
· Assist in the logging, processing and investigation of customer complaints and communicating with the sales team to ensure all complaints are resolved in a timely manner.
· Support the generation of customer complaints statistics (GHQ and 3PM) for internal and external use.
· Assist with the management, segregation, and release of non-conforming packaging, WIP materials and finished goods, ensuring all assessments and administration is conducted in a timely manner.
· Conduct product tastings of powder mixes and extruded bars, and to register control plan results on IFS.
· Complete daily assessments of finished products, informing the Quality Supervisor of any identified issues.
· Carry out routine material testing and checks, preparing samples for assessment (in-house and externally) and collating retained and other samples.
· Complete microbiological and chemical testing sample submissions (ingredients, finished products, waters, air plates etc.) and review, report and interpret test results against internal specifications. 
· Complete goods-in assessments of packaging materials where required. 
· Conduct vacuum seal testing checks of finished products and is ensure that the unit is kept clean at all times.
· Complete annual validation activities, including finished product allergens and checks of metal test pieces, pens, and plasters.
· Complete engineering work pre and post assessments, ensuring all food safety, quality and legality control measures are implemented.
· Verify the completion of GMP audit actions in support of the Quality Supervisor/Food Safety System Supervisor.
· Complete routine pest control bait box checks.
· Complete production line test pack verification checks and production scales calibration checks.
· Complete administrative duties, including updating pallet labels (shelf-life extensions) filing paperwork, updating/maintaining the food safety system logs, ATP swab unit administration, GMP audit action log administration, traceability exercise data collation, and archiving documentation. 
· Review, collate and record information from production paperwork, such as production Shop Orders, production sheets and quality checks and other similar records.
· Assist Production and other operational departments by providing Quality support with product rework activities, factory trials, food safety occurrences and new product launches.
· Be proactive in organising own workload and having a self-motivated attitude towards departmental workload. Assisting the Quality Supervisor during periods of minimal operations.
· Maintain the department work areas, including the (Quality Assessment Centre), so that they remain in a clean and hygienic condition at all times, and report any issues requiring maintenance to the Quality Supervisor.
· Provide absence cover for other Quality Technicians, including those conducting Goods-In activities when required.

Goods-In Activities:

· Complete quality checks and assessments of ingredients, packaging, 3rd party manufactured products and merchandise, confirming items comply with specifications and Certificates of Analysis, and reporting all identified issues to the relevant person.
· Assist with the management, segregation, and release of non-conforming packaging, WIP materials and finished goods. Ensuring all assessments and administration is conducted in a timely manner.
· Carry out routine material testing and checks, preparing samples for assessment (in-house and externally) and collating retained and other samples.
· Carry out internal food safety audits (GMP, foreign body, glass/plastic) as scheduled by the Quality Supervisor.
· Carry out various calibration checks, including weigh scales and fridge temperatures.
· Assist in the investigation of foreign body finds, CCP investigations and other potential food safety incidents.
· Support the disposal of archiving documentation as instructed by the Quality Supervisor.
· Control and maintain the administration of Certificate of Analysis documentation, ensuring documents are filed and available when required.
· Ensure lot batch master records on IFS are fully completed for all delivered materials, including ensuring all dairy information has been added for traceability where required.
· Ensure the Material Information Sheet (MIS) system is maintained, and all required documentation is available and up to date at all times. To create and revise MIS documents when necessary and inform the Quality Supervisor/Regulatory Compliance Manager when ingredients are delivered that do not meet/match our requirements. 
· Ensure the Goods-In room is kept clean, tidy, and organised at all times.
· Provide absence cover for other Quality Technicians by completing QA general duties and other activities in support of the wider Technical team under the instruction of the Quality Supervisor and the Regulatory Compliance Manager.
· Be proactive in organising own workload and having a self-motivated attitude towards departmental workload. Assisting the Quality Supervisor during periods of minimal operations.

Combined Responsibilities:

· Highlight poor working practices and to lead by example.
· Maintain departmental records ensuring that relevant data recorded is accurate and completed in a timely manner.
· Undertake other duties and tasks that from time to time may be allocated to the jobholder that are appropriate to the grade of the job.
· Comply with all relevant internal rules, policy, and procedures, including those relating to Health and Safety, Data Protection etc, and all those contained within the issued Employee Handbook.
· You are responsible for effectively implementing, communicating, and maintaining a food safety culture that supports the realisation of safe product as outlined within the BRCGS standard.
· You must ensure all activities relating to food safety management system are adequately resourced and that all personnel carrying out activities that have an impact on food safety are adequately trained and competent.
· You must also ensure conformance to the company’s food safety policy at all times champion good manufacturing practices and behaviour’s and ensure all designated food safety objectives are realised.
· Promote and demonstrate the company’s core values and behaviours.  




	MAIN JOB REQUIREMENTS 

Education/Qualifications/Training:

· Educated to a general GCSE standard as a minimum with passes above ‘C’ in science related subjects
· Minimum Level 2 Food Hygiene (Level 3 preferred)
· Minimum Level 2 HACCP desirable

Specific Experience:

Required

· Demonstrable experience working in QA/QC roles within food manufacturing, including experience of food safety audits, process checks, CCP checks, material sampling, micro/chemical submissions and results reporting, hygiene swabbing, product testing and general administrative activities
· Demonstrable experience of goods-in assessments of ingredients, packaging and finished goods 
· Demonstrable experience of working in a team environment to set quality guidelines and procedures

Abilities/Skills/Knowledge:

· Proficiency in the use of verbal and written English to enable the correct understanding of documentation and company policies/procedures
· Basic math skills
· Methodical and analytical with an attention to detail 
· Confident communicator both internally and externally at all levels
· Intermediate level IT skills, especially in Word, Excel, and Outlook
· Proactive, self-motivated, and able to work within a team
· Flexible and organised with a positive attitude and an ability to work under pressure
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