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Quality Records Administrator 
Job Description 

 
 

Reports to: Quality Director 
 
Status:  This position is full-time, non-exempt status 
 
Location:  Portland or Phoenix  
 
Classification: Non-regulated/Safety-sensitive 
 
Job Summary: 
 
The Records Administrator is responsible for creating certificate of analysis’ (C of A’s) 
and providing support of the ISO 9001 Quality Management System and the Responsible 
Distribution System.     
 
Duties and Responsibilities: 
 

1. Creates and maintains the proper documentation of all quality department 
information including C of A’s, test results, etc.  

2. Ensure that procedures are properly documented and required records are 
maintained for Quality Control. 

3. Organize, as needed, product quality data including laboratory analytical data. 
4. Generates Certificates of Analysis for all Tarr locations.   
5. Maintain product Statistical Quality Control (SQC) as needed to meet customer 

and internal requirements.  
6. Rely on data entry into ERP system to manage company documents. 
7. Support the Ship-to-Control (STC) process as needed by verifying data is within 

acceptable limits and keep from shipping if not within control limits. Authorizes 
and allows shipping once issues are resolved.  

8. Support documented Incoming Material Quality Assurance processes by receiving 
incoming C of A’s and verifying against Tarr specifications.  

9. Provide technical product support to resolve customer quality inquiries in a timely 
manner. 

10. Provide accurate records to communicate with customers, upon request.  
11. Elevate any observed quality problems to appropriate manager.  
12. Must comply with all company safety, security, quality and environmental 

standards. 
13. Support implementation and maintenance of the ISO 9001 Quality Management 

System and Responsible Distribution Process through the Tarr System Manual 
14. Works within the Tarr System Manual built upon the framework of ISO 9001 

Quality Management System and Responsible Distribution requirements. 
15. Performs other duties as assigned by management. 
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16. May require occasional travel between OR and AZ work sites. 
 

 
This description reflects the general details considered necessary to describe the principal 
functions of the job identified for the purpose of job evaluation.  It should not be 
construed as a detailed description of all work requirements that may be inherent in the 
job nor shall be construed as giving exclusive title to every function described. 
 
 
Qualifications: 
 

1. Minimum of two years experience with quality systems and quality improvement 
process.  

2. Requires an understanding of ISO 9001 and RDP requirements, and ability to 
understand SOP’s, reports and Quality documentation. 

3. Ability and willingness to serve as an advocate for continuous improvement. 
4. Strong skills with Microsoft Office required, including word processing and 

Excel.    
5. Requires attention to detail and accuracy of data in all work. 
6. Ability to leverage online resources, documents, and materials. 
7. Strong written and verbal communications skills. 
8. Ability to effectively prioritize workload, organize tasks, and meet deadlines. 
9. Ability to motivate other employees. 

 
 


