Job ID: 



RK032712A
Job Title: 


Document Control / Quality Assurance Specialist

Degree Requirements: 

Bachelors Degree
Years of Experience:

2 - 4
Type of Position:


Direct Hire
Location: 


Northeast of Atlanta, GA
Travel Required:


Less than 10%
Our client has an IMMEDIATE NEED for a Document Control / Quality Assurance Specialist who has

2 – 4 years work experience and a Bachelor’s degree, a Technical Discipline is preferred.
In this position you will be following proven methods for managing documentation and Quality Assurance / Quality Control disciplines.  In addition, you will be working to improve documentation controls and processes.

You must have a solid grasp of methodology to initiate document control processes, establish standards and processes, as well as lead the organization in training and disciplines to maintain a document control system.

The MUST HAVE ITEMS for this position are:
* Bachelor’s degree

* 2 – 4 years work experience in a Document Control / Quality Assurance / Quality Control arena

* Prior work experience in a Manufacturing or Engineering Environment
* Prior experience in establishing Document Control Processes

* Prior experience establishing Document Control Standards
* Knowledge of & familiarity with engineering and manufacturing documentation
* Outstanding written & verbal skills
* Verifiable high level of problem solving, analytical and organizational skills
* Advanced ability with computer systems & experience using Word, Excel, & Access & document control 

   software programs
PLUSSES in this position are:

* Bachelors degree in a Technical Discipline

* Familiarity with AutoCad

* Experience in an FAA manufacturing environment
The Responsibilities of this position include but are not limited to:
* Maintain systems for tracking documentation, compliance & training
* Maintain the document control system
* Routing all documentation to appropriate personnel and departments
* Coordinate, prioritize, & manage document review & approval
* Continue development of a Document Control function & implement throughout the company
* Maintain Records Management System & Deviation System
* Manage product drawings, manufacturing documentation, product manuals & other documentation
* Manage engineering product releases, engineering revisions ( ECNs & ECOs ), TDNs, & other

   engineering documentation
* Work with engineering obtaining documentation, revisions, updated drawings, & convert files to PDF
* Issue, maintain & control access to all controlled documents
* Administer & maintain training & training records
* Document processes & procedures
If you meet these requirements and wish to be considered for this position, send your résumé to us in a Word document at Resumes@PinnaclePlacementGroup.com mentioning the Job ID and the Job Title in the subject line of your email.
In your email or cover letter, please provide us a short narrative detailing your experience and expertise as it applies to this position.    Also, please provide us with your salary requirements.
KEY WORDS:  Bachelors degree, Document Control, Quality Assurance, Quality Control, AutoCAD, Manufacturing Environment, Engineering Environment, FAA, ECN, Engineering Change Notice, ECO, Engineering Change Order, TDN, Document Process, Compliance, Training, Record Maintenance, GA, Georgia
