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PR/161001 | QA EXECUTIVE (QMS & ISO DOCUMENT CONTROLLER) - BASED IN
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COMPANY BACKGROUND

Our Client Company is a leading Southeast Asian manufacturer of electrical cables and wires, providing a comprehensive
range of low-voltage, medium-voltage, instrumentation, and specialty cable solutions through manufacturing facilities in
Singapore, Malaysia, and Vietnam. The company hiring for a QA Executive, overseeing QMS and ISO Document Controller
functions. The role offers the opportunity to contribute to the effectiveness of integrated management systems by supporting
quality processes, ensuring document compliance, and coordinating audit activities.

JOB RESPONSIBILITIES
« Manage and maintain controlled documents, including policies, procedures, work instructions, forms, and records.

« Coordinate document reviews, revisions, distribution, and withdrawal to ensure employees have access to the latest
approved versions.
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« Maintain quality records, document retention records, and ensure traceability and accessibility of documentation.
« Support internal, external certification, and surveillance audits by preparing records and coordinating audit activities.

« Monitor audit findings, non-conformance reports, corrective action requests, and follow up on improvement actions to
ensure timely closure.

« Prepare QA and Integrated Management System reports and monitor relevant document and audit KPIs.

« Support employee awareness initiatives and communicate updates to procedures and work instructions across
departments.

JOB REQUIREMENTS
« Possesses Bachlor's Degree / Diploma in Quality Management, Engineering, Manufacturing or related field.

« Preferably with at least 2 years of experience in QA/QC, 1ISO administration, or document control in manufacturing
environment, experience in internal auditing would be an advantage.

« Knowledge of ISO 9001 and ISO 14001 management system requirements.
« Strong documentation, organizational, and follow-up skills.
« Effective communication skills with the ability to collaborate across multiple departments.

« Detail-oriented, systematic and capable in meeting deadlines.

Interested candidates are welcomed to apply online.

#LI-JACMY
#statejohor

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.my/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.my/terms-of-use
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