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JOB DESCRIPTION

	Job Title:  Quality Assurance Specialist
	Evaluation Date:  2/98

	Department:  JMIS
	Status:  Non-Exempt

	
	Job Code: JN1950

	Summary 
Ensure quality by checking manuals for accuracy and functionality; documenting and reporting discrepancies in customer manuals, and verifying their resolution.



	Principal Responsibilities
· Verify data content and functionality of data with the software.

· Document discrepancies found while checking manuals.

· Verify resolution of reported discrepancies.

· Quality check final deliverable product for integrity of data and accurate functionality of software with data.

· Participate in customer team meetings to ensure full knowledge and participation with the project.

· Perform quality check of all JMIS software releases.



	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:

· Delivering a service that meets the needs of the customers.
· Involving others and sharing information in a team environment.
An individual’s work reflects initiative, reliability, consistency, accuracy, thoroughness, pride in workmanship.


	Reporting Structure

To:  Manager, Quality Assurance
Supervises:  N/A
Relationships:  Data Processing and Software Development


	Required Knowledge/Skills/Abilities
· Demonstrated effective interpersonal, oral, and written communication skills.

· Ability to build and maintain effective working relationships.

· Working knowledge of word processors, PC operations and Microsoft Windows environment.

· Ability to type 40 WPM.

· Demonstrated high quality proofreading skills



	Education/Experience Requirements

· High School education or equivalent
· Six months experience in a related quality assurance or proofreading position.


	Physical Dimensions

Physical Requirements:  N/A
Environment:  Standard Office Environment


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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