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JOB DESCRIPTION

	POSITION:
	Auditing and Compliance Manager 


	REPORTS TO:
	Head of Quality & Compliance


	DIRECT REPORTS:
	· Internal Auditor 


	LOCATION:
	310 No. 1 Rd, Te Puke 3182


	FUNCTIONAL RELATIONSHIPS:
	·  All Trevelyan’s staff


	PRIMARY OBJECTIVE:
	The primary purpose of the Auditing and Compliance Manager is to plan, organise and carry out internal audits in your delegated area to verify all planned quality activities are being carried out correctly and also to  ensure all compliance requirements  are met throughout Harvest, Packing & Coolstore processes .



KEY RESPONSIBILITIES:
[bookmark: _Hlk33176311]The below position description is an overview of your primary duties and responsibilities.  You may be asked to perform other duties as reasonably requested.  Your duties include, but are not limited to:

	Key Accountabilities:
	Performance Objectives:
	Performance Standards/Expected Outcomes:

	Internal Audits
	To work with management to ensure a system is in place which ensures all major risks are identified.

To gather, analyse and evaluate product, records and data.
	· Complete audit procedure and schedule as per Trevelyan’s Documented Quality System.
· Ensure compliance with a standard, procedure or a system
· Outline need for corrective action and improvement.
· Understand all relevant policies, procedures, legislation and regulation relevant to your delegated audit area 
· Complete non-compliant to a procedure accurately, escalating to relevant parties (e.g. critical, major).
· Analyse and collate all audit information from all applicable areas, documenting findings using the appropriate forms
· Identify and communicate relevant agreed corrective actions, verifying they are complete
· Initiate preventive action or continuous improvement and verify its implementation.
· Close out the non-compliance.


	Compliance /System 
	Complete reviews on all systems and product procedures across the business to ensure compliance with all customer and regulatory requirements.
	· Responsible for reviewing and updating documented Packhouse/Coolstore Bio Gro manual · 
· Responsible for reviewing and updating documented MPI Avocado Kiwifruit System to the required PEO.OAR standards. 
· Obsolete documentation for MPI / Zespri has been removed 
·  All relevant staff are aware of changes · Customs systems are updated as required.
· Ensure annual trace backs and mass balance reconciliations are completed as require
· Fresh Quality system updated as required.

	Health & Safety
	To be accountable for your own health & safety and the safety of others who may be affected by their actions or behaviours.

To ensure a healthy and safe workplace and compliance with Trevelyan’s H&S Policy and Procedures
	· Commits to providing a safe working environment by understanding all hazards within your area and assists in ensuring these are controlled. 
· Follows all training or instructions provided, using equipment or machinery correctly and safely. 
· Co-operates with management & supervisors on all matters relating to health & safety
· Actively participates and engages in efforts to improve health & safety performance and standards
· Set a good example to others regarding safe working practices 
· Reports accidents and injuries immediately and assist with the completion of the report form.
· Actively participates in safety training and identifies own training needs.
· Understands the company and departmental safety standards and procedures. 
· Actively seeks out hazards, dangerous conditions, near misses and reports then to their supervisor
· Participates in driving improvements in the working area 
· Correct use of personal protective equipment 

	Continuous Improvement
	To maintain and improve the lean culture in your department by supporting lean systems and processes; and challenging the status quo.
	· 5S – Workplace Arrangement and Housekeeping (audit and procedures)
· Attend stand-up improvement group meetings as required
· Attend daily team meetings
· Monitor KPIs and respond to abnormalities in a timely manner
· Regularly capturing any problems or opportunities you or your team may have through the P&O system

	Sustainability
	To display a strong personal and professional commitment to sustainability and willingness to actively contribute to the Company’s sustainability focus for sustainability – economically, socially and environmentally.

	· Understanding of the importance of adopting sustainable practices to enhance how we work, how our people relate and how we improve our community and our environment
· Identifies opportunities to enhance sustainability within their work area and within the wider organisation.
· Actively engages and participates in company initiatives to improve sustainability performance

	General

	To perform the role with integrity and respect for others, and to represent Trevelyan’s in a positive way. 
	· Compliance with all Company policies and procedures 
· Any other reasonable duties as and when required by the employer 
· In the course of the employee’s employment, the employee shall carry out all tasks diligently, responsibly and with regards to the best interests of the employer and grower 




ROLE/PERSON SPECIFICATION:

	PREREQUISITES:
(Education, qualifications, knowledge, experience)

	An ability to maintain current knowledge of updates pertaining to MPI/ZIL systems.
Able to understand and follow specifications as per ZIL Quality manual, AIC New Zealand Avocado manual and Trevelyan’s Documented Quality system covering site, packhouse and coolstore departments.
Strong Knowledge of regulatory food standards e.g  BRC, Biogro.
Advanced HACCP 
Advanced Auditing Course


	ABILITIES/SKILLS:


	· Leadership
· Strong motivational and empowerment skills
· Strong communication skills
· Critical thinking
· Problem solving
· People Management
· Coaching and Mentoring
· Influencing skills
· Conflict Management
· Judgement and decision making
· Takes initiative
· Remains calm under pressure
· Strong relationship management skills
· Interest in protecting the people and assets within the organization or company

	VALUES:
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