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POSITION DESCRIPTION



	Position Title: SBK QA Intern - Burlington
	Position Level: 

	Department: DP317

	Position Reports to:  Quality Assurance Manager - Burlington

	Position Directly Supervises: N/A
	Indirectly Supervises: N/A


Our mission at Sheetz is to provide fast, friendly service and quality products in clean and convenient locations.

SHEETZ DNA MARKERS

Respect– Demonstrate respect for others in all we do.
Pioneering – Embrace innovation and new ideas. 
High Energy – Create a fun, high energy environment for customers and employees.
Real – Act with authenticity, sincerity and genuineness.
Connected – Connect with customers, community, vendors and each other.
Dependable – Provide dependable service with dependable staff.
Driven to Win – Support actions that demonstrate best in class practices.
PRIMARY PURPOSE OF THIS POSITION:
Verify that foods produced and assembled in the Sheetz Brothers Kitchen adhere to established high food safety & quality standards and ensure Quality Assurance programs and procedures are implemented and followed.
ESSENTIAL FUNCTIONS: (other duties may be assigned)

1. Conduct pre-operational and operational sanitation inspections

2. Recommend and establish food safety and quality procedures via written programs that will be implemented in the Sheetz Brothers Kitchen

3. Assist in training, and implementation of food safety and quality programs for receiving, preparation, storage and shipping of product.  Verify compliance to QA programs such as SSOP’s, HACCP, GMP’s, Specification Verification, Chemical Testing, Allergen Control, Traceability, Packaging, etc.
4. Conduct verification and validation of HACCP program to comply with company quality standards and government regulations
5. Monitor the product rotation and date coding procedures in all areas for short-coded items to insure freshness and top quality to our stores

6. Assist in investigating complaints pertaining to product in stores that have been manufactured or assembled in the Sheetz Brothers Kitchen

7. Collect microbiological samples for environmental and product analysis

8. Conduct chemical testing to ensure product and ingredients meet written specifications
9. Conduct appropriate follow-up procedures when standards are not met
10. Provide support to the Quality Assurance and Food Safety Department as needed

JOB PERFORMANCE is primarily measured by:
· Accuracy

· Effectiveness

· Safety
· Teamwork

REQUIREMENTS: (Equivalent combinations of education, licenses, certifications and/or experience may be considered)
Education

· High School Diploma/GED
Experience

· Pursuing a career in food science or related field
Licenses/Certifications

· Required Food Safety Certifications

Tools & Equipment (Other than general office equipment):
· Hand tools (hammer, measuring devices, wrench, level, etc.)

· Lab testing equipment
KNOWLEDGE, SKILLS, AND ABILITIES typically required to perform the essential functions of this position.
Problem-Solving/Decision-Making Skills
· Solve routine, recurring problems using predetermined solutions, within prescribed procedures, rules, etc.
Verbal Communication Skills

· Use verbal skills to communicate with co-workers or customers

Written Communication Skills

· Complete records/forms and maintain documentation
Math Skills
· Addition, subtraction, multiplication, division, percentages, ratios

Computer Skills: 
· Internet and Email

· Presentation Software
· Spreadsheet Software
· Word Processing Software
· Job Specific Software

ORGANIZATIONAL IMPACT (Financial or Strategic) 
· Minimally effects financial and/or strategic impact
MENTAL DEMANDS typically required to perform the essential functions of this position.
· Must understand and follow oral or written procedures/instructions with little or no deviation
· Perform repetitive routine tasks (i.e., running the same reports each month)
· Must adhere to a pre-established work schedule to meet a set of qualitative production standards
· Perform a wide range of complex tasks with little predictability as to their occurrence
· Interact with co-workers and customers (internal/external) on a continual basis

· Must respond to annoyed and anxious customers (internal/external)
· Maintain a high level of important records (i.e., legal documents, blueprints, employee files, etc.)
· Has high pressure to respond to time sensitive information or situations
· Has the ability to organize thoughts and orally communicate with little to no time to think about it.  This may occur with one person or a group of people
· Has the ability to make day to day decisions on a routine basis.  These decisions will not typically have a large scale impact
PHYSICAL DEMANDS typically required to perform the essential functions of this position.
	CONSTANTLY

(>5.5 hrs/workday)
	FREQUENTLY

(2.5 – 5.5 hrs/workday)
	OCCASIONALLY

(0 – 2.5 hrs/workday)

	· Hearing

· Talking

· Far vision

· Near vision

· Standing

· Walking

· Bending/Stooping

· Twisting

· Reaching at/below shoulders

· Depth perception

· Pushing/Pulling

· Lift/carry up to 50 lbs.
	· Repetitive motion
	· Sitting




WORKING CONDITIONS under which the essential functions of this position are typically performed.
	CONSTANTLY

(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY

(up to 25% time on job)

	· Work 10+ hour days

· Work in excessive or frequent temperature changes

· Work with machinery with moving parts
	· Work in cold below 55°

· Work with hands in water

· Work in wetness

· Work alone

· Exposure to chemicals: cleaners
	· Work outside

· Work with ladders/scaffolding

· Work weekly more than 40 HR AVE: 2 hours


PERSONAL PROTECTIVE EQUIPMENT typically required to perform the essential functions of this position.
	CONSTANTLY

(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY

(up to 25% time on job)

	· Gloves:  latex, work gloves, etc. 
	· Body protection

· Other: face shield
	· Safety glasses

· Hearing protection



To perform this job successfully, an individual must be able to perform each essential function satisfactorily, with or without reasonable accommodation.  The list of requirements, duties, and responsibilities is not exhaustive but is representative of the current job.  The knowledge, skills and/or abilities listed are typically required to perform this job successfully.  Reasonable accommodations may be made to enable otherwise qualified individuals with disabilities to satisfactorily perform the essential functions.  Management reserves the right to revise the job description and to require that other tasks be performed when the circumstances of the job change (for example: emergencies, changes in personnel, workload, or technical development). 
I have read the above position description and understand the requirements set forth therein.  I acknowledge that I can perform the essential functions of this position with or without reasonable accommodation.

Employee’s Signature:






Date:


Employee ID#:



Supervisor’s Signature:






Date:


Human Resources Review 

Signature:






Date:

_
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