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Quality Specialist 
Job Description 

 
 

Reports to: Quality Director 
 
Status:  This position is full-time, non-exempt status 
 
Classification: Non-regulated/Safety-sensitive 
 
Job Summary: 
 
The Quality Specialist is responsible for administering and operating several aspects of 
the Quality System including Internal Auditing, Statistical Product Control and 
Continuous Improvement processes. This role plays an important part in connecting the 
company’s multiple departments including Sales, Operations and Administration as well 
as customers and regulatory entities. The Quality Specialist generates reports and other 
data analyses from these systems and perform other functions as directed by 
management. 
 
Duties and Responsibilities: 
 

1. Promote and lead Continuous Improvement projects throughout the organization. 
2. Holds team members accountable for product and process quality.  
3. Participates in, and may lead, Problem Solving processes in a cross-functional 

environment. 
4. Coordinating the Non-Conforming Product investigation. Problem solving to 

isolate Non-Conforming Product resolutions both independently and with team. 
5. Recommends corrective actions after problem solving for Non-Conforming 

products investigation closed.  
6. Manage the framework and provide process guidance for the lifecycle of CIF’s. 
7. Provide basic training on Quality related topics. 
8. Participate in the Material Review Board. 
9. Help to maintain product Statistical Quality Control (SQC) as needed to meet 

customer and internal requirements.  
10. Participates in external audits  and drives the ISO internal audit process.  
11. Maintains the Work Instruction database.  
12. Plan and Perform regularly scheduled Internal Audits of Tarr’s Quality System. 
13. Provide support to resolve customer quality inquires in a timely manner.  
14. Maintain revision control of product specifications. 
15. Must comply with all company safety, security, quality and environmental 

standards. 
16. Travels between Tarr locations as needed, but at least quarterly 
17. Back-up C of A generation  
18. Escalate observed quality problems to appropriate manager.  
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19. Is the primary steward of the Tarr System Manual built upon the framework of 
ISO 9001 Quality Management System. 

20. Works closely with Environmental Health and Safety to ensure Responsible 
Distribution requirements are consistent with ISO 9001 language.  

21. Performs other duties as assigned by management. 
 
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. Possess and Maintain certified Lead Auditor status. 
2. Demonstrated ability to use structured Problem Solving methods such as 8D. 
3. Ability and willingness to serve as an advocate for continuous improvement. 
4. Demonstrated ability and willingness to adapt to changing requirements and 

priorities. 
5. Ability to understand and work with various computer systems. 
6. Strong skills with Microsoft Office required, including word processing and 

Excel.    
7. Requires attention to detail and accuracy in all work. 
8. Ability to leverage online resources, documents, and materials. 
9. Strong written and verbal communications skills.  
10. Confident and able to motivate other team members into action when needed 
11. Ability to effectively prioritize workload, organize tasks, and meet deadlines. 


