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       APPRENTICE INTERNAL AUDITOR JOB DESCRIPTION


MAIN PURPOSE OF JOB: 
You will have the responsibility to learn and conduct internal audits against, governing bodies, legislative, customer standards and Cherrytree.  You will record conformance as well as non-conformance against these standards, while advising corrective actions, which ensures compliance with the internal procedures.  This will be done so that the company can maintain and/or improve its grading in line with unannounced audits by our customers, governing bodies and internal requirements.  To help maintain the Company vision and strategy. 

Responsible to:  Technical Manager 
Cover for your role is: QA Manager.
Overall Tasks:
· You will undertake study to acquire the Internal Audit Practitioner Level 4 certificate and adapt your learning into practical application.

· You will perform internal audits of our Quality Management Systems and SOP’s against prescribed standards within different area’s of the business to ensure compliance of our internal procedures.

· Examine and record documentation to prove conformance as well as where applicable non – conformance.

· Observe and liaise with colleagues from different departments to establish physical conformance as well as paperwork conformance. (They actually do what the procedure and paperwork states they should do)

· Ensure that full and sufficient records are maintained and up loaded to the QMS.

· Advise on corrective actions for non-conformances.

· Follow up to ensure that all corrective actions have been put in place by agreed close out dates.
· Report any failed close outs to the Technical Manager.

· You will also do general paperwork and production audits to ensure that our own procedures are followed within the factory and warehouse.
· Present summarised findings concerning audit results.

OTHER AREAS OF RESPONSIBILITIES 
· Maintain the Company vision of being a great place of work, making great products for great customers 

· Compliance to GMP, QMS, 5’S, BRC & other customer requirements  

· To ensure that Health & safety regulations are followed.

· To comply with all company policies and procedures which are fundamental in maintaining effective performance, communication and good business reputation.

· To carry out other reasonable requests from your managers.

Apprentice Internal 

Auditor Signature: ……………………………   Name………………………
Date ……………..
Technical 

Managers Signature: ……………………………   Name………………………
Date ……………..
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