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	QUALITY PROCEDURE MANUAL




DUTIES AND RESPONSIBILITIES OF QA PERSONNEL

1.2.1
Quality Assurance Manager

A. Designation

Quality Assurance Manager (QAM)
B. Immediate Superior

Managing Director (Accountable Manager)
C. Duties and Responsibilities

1. Responsible and answerable to the GAM Managing Director or assigned delegated person in-charge.

2. Establish, manage and implement independent Quality System to monitor the compliance with the requirement not limited to Approved Maintenance Organisation, CAMO, CAAM and/or other authorities.

3. Liaise with the aviation authorities i.e. CAAM, DGTA and other authorities on matters pertaining to the airworthiness activities.

4. Implementing an independent quality audit programme at regular intervals in which compliance with all maintenance and continuing activities procedures for which the GAM holds the approval.

5. Follow-up, coordination and control the progress of corrective and remedial actions.

6. Reviewing and revising all types of documentations used i.e. MOE, CAME, MMP and etc for use within the organisation, derived from approved source, and keeping it up to date.

7. Issuing, renewing, or withdrawing of company approval for Certifying staff and other personnel holding Company approval for maintenance.

8. Evaluate, approve and monitor supplier and vendor activities. 

9. To be responsible on all MOC form raised, to ensure proper registration is kept in MOC Master List, filed and stored.

10. To review the training needs of Quality Department personnel and to schedule the training as necessary.

11. To ensure the currency of staff’s training before issuance of company authorization approval (Part 145, ARS, Weighing, etc).

12.   Reporting any incident and accident occurrences to the authorities and aircraft manufacturers. 

13.   Carry out any other duties and function not limited to QA Department as required by GAM Managing Director.

1.2.2
Quality Assurance Inspector (QAI)
A. Designation

Quality Assurance Inspector (QAI)
B. Immediate Superior

Quality Assurance Manager
C. Duties and Responsibilities

1. Responsible and answerable to the Quality Assurance Manager (QAM).
2. Periodically review MOE/CAME/RSQCM/MMP and the Quality Procedure Manual to meet the changing organisational requirements while meeting the applicable and current regulatory requirements.

3. Processing and evaluating of maintenance personnel company approvals and authorization applications for adequacy and correctness.

4. Maintenance of support/certifying staff and other approved staff records as per the requirements of MOE/CAME/RSQCM/MMP and applicable regulations.

5. To ensure that the support/certifying staff and other approved staff meet the training requirements at all times for issue of approvals by GAM.

6. To review the corrective and preventive measures taken with respect to the internal and external audit findings and its acceptance based on which make necessary amendments to MOE/CAME/RSQCM/MMP and QA Manual. Also liaise with the other departments of GAM to ensure their departmental and associated procedures are amended as necessary.

7. To prepare yearly audit schedule/programme including Quality System and Product audits and communicate the programme to all the departments.

8. To organise & conduct periodic internal audits to identify deficiencies.

9. To organise and conduct vendors/sub-contractors audit.

10. To report the audit findings through the Quality Assurance Manager to the concerned Post Holders and Accountable Manager for corrective and preventive actions.

11. To ensure that the organisation has the continued capability (manpower, necessary tools, equipment, maintenance data etc.) to conduct work commensurate with the approved scope of work.

12. To respond positively to the findings of Customer and Regulatory audits and initiate the necessary corrective and preventive actions.

13. To carry out surveillance and product audits as per the Regulatory and MOE/CAME/RSQCM/MMP requirements.

14.   To carry out any other task as directed by the superior.
1.2.3
Quality Assurance Assistant (QAA) / Quality Assurance Officer (QAO)
A. Designation

Quality Assurance Assistant (QAA) / Quality Assurance Officer (QAO)
B. Immediate Superior

Quality Assurance Manager
C. Duties and Responsibilities

1. Answerable to the Quality Assurance Manager.
2. Maintain an effective record of all support/certifying staff and other approved staff records as per the requirements of MOE/CAME/RSM/MMP and applicable regulations.
3. Maintain proper record of the support/certifying staff and other approved staff training requirements at all times for issuance of approvals by GAM.
4. Maintain the necessary amendments to MOE/CAME/RSM/MMP and QA Manual.
5. Maintain and ensure an up-to-date and accurate register of all Product, Surveillance, Vendor audits, and related documents.
6. Maintain, update and tracking of all Audit reports for QA Department and advise QAI of any deviation from the target response date.
7. Ensure all replies to audit reports are filed in an orderly manner for ease of retrieval.
8. Maintaining and keeping an up-to-date records of GAM personnel Authorisation/Approvals.
9. To carry out any other task as directed by the superior.
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