
 

 
Job Description  

 
QA Analytical Support 

 

Job Purpose 

 
To operate, administer, maintain, develop and continuously improve the 
routine systems operated by the QA department for example Document 
control, Change Control, Investigations and Corrective & Preventative Actions 
(CAPA), Materials Assurance, Auditing, Qualification and Validation, 
Manufacturing and QC document review and Training. 
 
Pro-actively interacting with the systems to drive continual improvement. 
 
Dimensions  
 
 

Turnover  £100 million 

Site Numbers 500 

No of staff reporting to 
individual 

None 

Forward work plan 3 to 6 months 
 
 

Principal Accountabilities 
 

1. Administer, maintain and continuously improve any assigned QA 
systems, which may include, Document control and issue, Change 
control, Events Deviations & Non Conformances, CAPAs, Qualification 
and Validation, Materials Assurance, Auditing and training.  

2. Operate core QA deviation, non conformance, change control, 
document review, auditing and training processes as instructed by QA 
Management 

3. Ensure self and direct team (including line reports) have no overdue 
training, or site actions.  

Job Title QA Associate 

Job Holder  

Reports To QA Associate Manager 

Location Billingham 

Date November 2016 

Grade 31 



4. Train staff in own and other areas as required in specific tasks related 
to job role. 

5. Ensure local work procedures are continuously improved and any 
efficiency gains are captured in work instructions or guidance notes. 

6. Continuously improve the Safety, Health, and Environmental impacts of 
local work process operated by self and any direct reports. 

7. Represent own work on quality records (Change controls, Batch 
Manufacturing Record, validation documentation etc.) in customer 
audits. 

8. Where appropriately trained be able to deputise for and carry out the 
duties of nominated QA personnel of similar  grade.     

 

Competencies  
 
 

Competency Demonstrated Behaviours 
Self- Development 
Orientation 

1. Explores personal strengths and weaknesses with a view 
to improvement.  
2. Critiques own performance as a means of self-
improvement.  
3. Seeks opportunities to build knowledge in work-related 
areas.  
4. Seeks opportunities to build knowledge in areas seen to be 
useful but extending beyond immediate areas of work.  
5. Actively seeks feedback as a significant source of learning 
and improvement.  
6. Plans activities to improve personal capability at work.  
7. Asks for suggestions and new ideas for self-improvement.  
8. Learns from mistakes.  
9. Seeks developmental projects and tasks.  
10. Seeks training programmes to develop new skills.  
11. Continually 'scans' and applies developments in fields that 
are important to oneself.  

Tenacity 1. Sticks with a problem until it is resolved.  
2. Repeatedly pushes others to do something.  
3. Demonstrates unflagging energy in pursuing a problem.  
4. Works unusual hours to accomplish a goal.  
5. Keeps trying to achieve a goal despite encountering 
obstacles.  
6. Demonstrates repeated efforts to complete a task.  
7. Stays with a position or plan of action until the desired 
objective is achieved or no longer reasonably attainable.  



Thoroughness 1. Follows up incomplete or inadequate answers to pin down 
the facts.  
2. Acts to reconcile inconsistent forms of data.  
3. Takes action to tie up loose ends.  
4. Checks to ensure data is accurate and sustainable.  
5. Makes sure all necessary tasks have been completed.  
6. Checks work for errors and omissions.  
7. Carefully prepares and checks details for key events, 
presentations, etc.  
8. Masters all details relevant to making a case.  
9. Takes care of both small and large aspects of a task.  
10. Keeps track of many details without forgetting items.  

Concern for 
Standards 

1. Sets high personal standards as an example.  
2. Takes firm action on sub-standard performance.  
3. Explicitly defines consequences of not achieving 
standards.  
4. Works to meet standards of excellence.  
5. Takes action to ensure consistent application of 
procedures/systems.  
6. Makes sure that work and/or products are completed in an 
accurate and timely fashion.  
7. Makes sure that work meets quality standards.  
8. Checks on projects to make sure they are being done 
properly.  

Analytical Thinking 1. Develops and uses clear criteria for guiding decisions (e.g. 
resources, constraints, organisational values).  
2. Identifies cause and effect relationships.  
3. Thinks through the consequences of different courses of 
action.  
4. Considers pros and cons before deciding.  
5. Identifies root causes.  
6. Thinks through priorities.  
7. Understands and evaluates numerical data, tables, charts, 
or graphs to get to the cause of a problem.  
8. Performs calculations and combines quantitative 
information in order to diagnose and solve a problem.  
9. Develops a list of decision-making guidelines (algorithms, 
etc.) to help arrive at logical solutions.  
10. Makes sense of information by organising it.  

Critical Information 
Seeking 

1. Seeks critical data to test a hypothesis.  
2. Carefully structures questions to find out more about a 
problem.  
3. Gathers key information to diagnose a problem.  
4. Probes for sensitive, strategic information.  
5. Identifies the most appropriate people possessing 
information relevant to a problem.  
6. Gets important information that others would not get.  
7. Gathers information from key sources in attempting to 
understand fully the cause of a problem.  
8. Talks to key people to gather information needed to make 
decisions or recommendations.  
9. Searches records or files for critical information.  
10. Gathers information from all key 'stakeholders' (i.e. people 
with vested interests) in a problem or task.  



Ability to Learn 
 

1. Quickly understands what new tasks/jobs required.  
2. Easily learns unique job-related vocabulary.  
3. Quickly understands and uses processes, technologies 
and ideas that are continually being updated.  
4. Easily learns new information regarding changing products, 
operations, etc.  
5. Understands and learns to work with new business, office 
and information technologies.  
6. Learns highly complex information regarding a product or 
operation.  
7. Is open to and understands new ideas.  

 

Special Features  
 
General: 

 
1. Minimum of Science Degree or similar qualification or equivalent 

competence demonstrated by experience in a GMP environment. 

2. Must be able to work effectively and accurately when balancing 
conflicting priorities or handling large amounts of information, data or 
documentation. 

3. Be able to identify when escalation to management is required with 
regards to conflicts in work or when problems are identified 

4. Must be a flexible, self- starting team player, able to work with 
minimum supervision, who possesses good organisational, time 
management and interpersonal skills and is able to deliver high quality 
and accurate work. 

 

QA for Stability/QC: 

 
1. Job holder must have knowledge of analytical techniques. 

2. Responsible for the review of analytical data for up to 5 
programmes/studies, ensuring reviews are performed within the 
required timeframes to meet business milestones.  Ensure any issues 
are escalated as appropriate through the relevant tier processes. 

3. Build and maintain good working relationships with QC/Stability, 
working together to improve compliance, feeding back learning. 

 
  



 

Organisation Chart : QA Analytical Support 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Signatures  

 

Job Holder: . . . . . . . . . . . . . . . . . . . . . . . . . Date:  . . . . . . . . . . . . . . . . . 
 
 
Manager: . . . . . . . . . . . . . . . . . . . . . . . . . Date:  . . . . . . . . . . . . . . . . . 
 

Quality Assurance Manager 

Quality Assurance Associate Manager 

QA Associate 

 

Senior QA Associate 

QA Associate 

 

Senior QA Associate 


