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Position	Quality Assurance Specialist – Simply Food Solutions Imports


Reports to			General Manager Imports - Simply Food Solutions Imports
___________________________________________________________

Key Objectives
The primary objectives of this role are to:
· Ensure Simply Food Solutions achieves and maintains compliance with all relevant legislation and guidance for imported food products.
· Support the ongoing development, implementation, and maintenance of the Quality Management System (QMS).
· Manage food safety, product quality, and compliance processes while actively fostering a strong food safety culture across the business.
Functional Relationships
· General Manager, Supply Chain Manager, Supply Chain Coordinator, Procurement Manager, Procurement Planners, Inventory Controller, Bidfood Procurement.

Core Responsibilities 

Food Safety – Import Legislation
· Conduct due diligence on all new suppliers and products using the approved Risk Assessment template.
· Ensure due diligence meets all legislative requirements under the Food Act 2014, Food Regulations 2015, Australia New Zealand Food Standards Code, and the Food Notice: Requirements for Registered Food Importers and Imported Food for Sale.
· Where applicable, ensure due diligence also meets customer-specific requirements, including Exclusive Brand standards.
· Review ingredient statements for new products and prepare draft labels compliant with the Australia New Zealand Food Standards Code.
· Review existing products against Risk Assessment requirements and maintain a comprehensive master product list.
· Escalate potential supplier or product risks to management in a timely manner.
· Maintain up-to-date knowledge of current and emerging legislation and guidance issued by MPI.

Food Safety – Records Management
· Maintain accurate and complete Risk Assessment records by product.
· Maintain supplier documentation and approval records.
· Maintain Bidfood product specifications, reviewing at least every two (2) years.
· Maintain supplier and co-packer manufacturing site certifications.
· Maintain supplier label claim certifications (e.g. Gluten Free, Kosher).
· Maintain external warehousing and logistics site certifications.
Food Safety – Quality Management System (Complaints, Escalation & Recalls)
· Manage the customer complaint system, including logging, investigation, response, and trend analysis.
· Escalate potential food safety and product suitability issues internally and recommend appropriate corrective actions, including Trade or Consumer Recalls where required.
· Plan and conduct Mock Recalls in accordance with the Recall Schedule, involving relevant Recall Team members.
Food Safety – Quality Management System (Verification)
· Perform quality control checks on first receipt of new products and high-risk products, including weight checks, drained weight verification, and organoleptic assessments.
· Arrange or conduct additional inspection and testing where required.
· Conduct audits of co-packers, warehouses, and logistics providers as required.
Food Safety – Repacked Product Shelf Life
· Develop and implement shelf-life validation plans for repacked products.
· [bookmark: _GoBack]Verify and document approved shelf life in accordance with validation plans.
Food Safety – Other Compliance Systems
· Develop and implement additional compliance systems as required, including but not limited to Health Star Rating, environmental compliance, and social accountability frameworks.
Financial Accountability
· Manage and control relevant cost centres (e.g. testing and verification costs) within approved budgets.
Health and Safety
· Ensure compliance with all company health and Safety policies and procedures to promote the safety, health and wellbeing of employees, visitors, and customers.
· Comply with Health and Safety obligations outlined in the Employment Agreement and company policies.
· In accordance with the Health and Safety at Work Act 2015, take all reasonably practicable steps to ensure personal safety and the safety of others in the workplace.

General Responsibilities
· Provide support to other team members as reasonably directed by the manager.
· Maintain a professional standard of dress and grooming consistent with company expectations.
· Address issues arising in the course of the role with professionalism, discretion, and integrity.

Key Performance Indicators (KPIs)
· Accuracy, completeness, and maintenance of food safety and compliance records.
· Effectiveness of QMS verification and process management.
· Timely assessment and management of customer complaint risks.
· Maintenance and analysis of customer complaint logs and trends.
· Completion of repacker, warehouse, and logistics audits.
· Effective management of large certification and documentation databases.
· Demonstrated ability to negotiate firmly and factually on food safety and compliance risks.
· Objective, unbiased decision-making independent of commercial pressures.
· Active promotion and reinforcement of a strong food safety culture across the business.
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