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	Role Description & Person Profile 

	Job title:
	Quality and Regulatory Administrator

	Reports to:
	Head of Quality

	Location:
	Monmouth

	Direct & Indirect Reports:
	None

	Role Overview
	The Quality Administrator is responsible for providing administrative support to the Quality Department through accurate data entry, document management and routine quality administration activities. The role ensures quality records are maintained, quality information is entered accurately into company systems, and routine reports and documentation are produced to support compliance with UFAS, FEMAS, GMP+, ISO 9001 and BETA NOPS requirements.

The role is primarily administrative, providing reliable and timely support to the wider Quality, Production, Purchasing and Technical teams.

	Key Responsibilities: 
	The responsibilities listed below are not intended to be exhaustive. The post holder may be required to undertake other duties, commensurate with the level of the role, to meet the changing needs of the business and the Quality Department.
Quality Administration
· Maintain quality records and databases, ensuring information is accurate, complete and up to date. 
· Enter laboratory, production and supplier data into the quality management system. 
· Log complaints and generate reports as requested by Head of Quality or Senior Management Team.
· Produce routine KPI reports, charts and dashboards from approved data sources. 
· Maintain document control by filing, issuing and archiving controlled documents. 
· Prepare Certificates of Analysis and support export documentation. 
· Maintain supplier, raw material and finished product files; request supplier documentation when needed. 
· Prepare documentation required for audits and customer requests. 
· Maintain calibration, testing and audit schedules and records. 
· Maintain the Quality Department budget tracker and accurately record departmental invoices.
· Record BETA NOPS results, complete positive result risk assessments and issue reports to internal and external stakeholders.
Reporting
· Produce scheduled quality reports and KPI summaries. 
· Prepare data for Management Review meetings. 
· Maintain complaint and non-conformance logs. 
· Maintain analytical testing schedules and records. 
Administrative Support
· Assist with export health certificates. 
· Provide administrative support during audits. 
· Support document reviews and controlled document updates. 
· Support the label generation process by reviewing multilingual label translations for accuracy and consistency.
· Review and maintain annual formulation risk assessments in accordance with BETA NOPS requirements.
· Administer technical training records, monitor training completion and maintain internal and external training reporting systems.
· Monitor VMD claims and prepare reports in line with guidance from the Regulatory team.
· Support the Head of Technical & Regulatory (Non-Feed) with the translations of Safety Data Sheets (SDS) and other administrative tasks as agreed with Head of Quality.
General Provisions
· Agree work load and project priorities with line manager.
· Provide departmental cover during periods of absence.
· Other duties within the general scope of the post may be required from time to time. 
· The duties of the post and job description will be regularly reviewed by the line manager.

	Budget Responsibility:
	None (administrative duties only)



	Person Profile/Knowledge 
Experience, any formal qualifications and necessary keys areas of knowledge or experience.

	Essential
	Desirable

	Excellent administration skills.
	Quality administration experience.

	Good computer literacy with general use of Microsoft outlook, PowerPoint, Word and Excel.
	Manufacturing experience.

	High attention to detail, Accurate data entry, Organised approach.
	Experience using quality management software.

	Strong communication skills and ability to work effectively with cross-functional teams.
	

	Document control experience.
	

	Ability to follow procedures.
	

	Key Behaviours
	· Be able to multi task and prioritize projects using effective communication across functions, time management and the ability to deliver against critical timelines.
· Good organisational skills.
· Flexible and adaptable to cope with ever-changing priorities.
· Motivation to maintain high standards.
· Willingness to learn.

	Other Factors
Travel, shift pattern, working hours, Licence type etc.
	Shift pattern: 08:00 – 16:30 Monday to Thursday, 08:00 – 14:30 Friday.
Participate as necessary in appropriate shifts and on-call duty rotas, if applicable.
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