
 

职位说明书 Job Description Form
	职位名称Job Title
	Operations Engineering Associate  
	职位级别 Job Band
	BAND 6

	所属部门Department
	Quality Assurance
	汇报上级Report To
	Manager / Specialist

	岗位职责 Responsibility And Authority：

	1. Prepare the relative documents to manage products and ensures that proper revision of internal documentation /information is accessible and utilized 

2. Monitor all process prepare and publish weekly and monthly quality report and MOR report 

3. Assist quality specialist and analyst to finish tasks 

4. Acts as the lead auditor for internal quality system audits 

5. Review and close ECO and update relative document timely 

6. Prepare and do some reliability test and arrange external reliability test 

7. Prepare checklist and COC for new and upgraded products 

8. Prepare QAN and publish purge notice 
9. Deal with OMT and RMA boards.

	任职条件Job Requirement:

	Education/Degree
	Bachelor degree in mechanics, logistics or other engineering majors.

	Language Level
	Excellent spoken and written English, Mandarin is ok.

	Computer Skill
	Proficient in MS Office, Excel, Access & PowerPoint 

	Other Requirements
	Interested in Quality Control System, especially ISO standards.

	
	Good communication & negotiation skills, able to organize programs, logical, responsible, diligent, quick-minded and enthusiastic.

	批核人签署Approved By:
	
	职位Position:
	

	姓名 Name :


	
	日期Date :
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