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Role Profile
Job Title Production Quality Support Officer
BUCF No
Function Production Quality Support Officer
Department Production
Reports to (Job Title) Production Manager (Rob McClarence)
Location(s) Nupharm / Salford

1. DIMENSIONS
People Direct Indirect

None Circa 60 +

Budgets Details Value
None

Organisation Nupharm

Geography Salford

Communication –
customers, suppliers and 
stakeholders

Internal External
Quality Department
Print Department
Licensing Department
Warehouse Department

None

2. PURPOSE OF ROLE
Summary To provide quality and training support across Production, ensuring 

pharmaceutical products are manufactured and repackaged in compliance 
with GMP, company procedures and regulatory requirements. The role is 
responsible for maintaining production quality standards, leading colleague 
training and competency, leading quality investigations, and acting as a key 
link between Production and Quality functions.

3.    KEY RESPONSIBILITIES
A. Key Responsibilities/
Accountabilities

Key Responsibilities

1. Production Quality Support
· Support daily production activities to ensure compliance with 
GMP, company SOPs and regulatory requirements.
· Review production documentation and batch records for 
completeness, accuracy and compliance prior to Quality 
approval.
· Verify production documentation is completed correctly and 
in a timely manner.
· Ensure products are produced, handled and stored in 
accordance with approved procedures.
· Support production line clearances, in-process checks and 
compliance activities as required.
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· Liaise with Production, Quality Assurance and Qualified 
Persons (QPs) to facilitate timely batch review and product 
release.

2. Training & Competency
· Lead induction training for all new Production colleagues.
· Deliver and coordinate ongoing GMP, SOP and departmental
training.
· Maintain the Production training matrix and training records.
· Assess and monitor colleague competency, identifying 
refresher training requirements where necessary.
· Manage the implementation of new procedures, ensuring 
colleagues are trained prior to implementation.
· Promote a culture of continuous learning and compliance 
throughout Production.

3. Quality, GMP & Compliance
· Support the Site Quality Management System (QMS), 
including deviations, investigations, CAPAs and change controls 
where required.
· Initiate, support and document quality investigations relating 
to Production activities.
· Identifying root causes and implementing effective corrective 
and preventive actions.
· Support internal and external audits, ensuring Production 
documentation and training records are inspection ready.
· Promote high standards of Good Documentation Practice 
(GDP), housekeeping and GMP compliance throughout the 
department.

4. Operational Support
· Work closely with the Production Manager and Supervisors 
to maintain operational compliance and efficiency.
· Provide technical guidance to Production colleagues on GMP
requirements, procedures and best practice.
· Support departmental projects and continuous improvement 
initiatives.
· Attend quality, compliance and operational meetings as 
required.
· Assist the Production Manager with operational and quality-
related activities as requested.
· Support employee conduct and performance processes by 
assisting with investigations, preparing documentation, 
undertaking records of conversation and letters of concern, and 
acting as a note taker during formal meetings where required.

5. Continuous Improvement
· Identify opportunities to improve production quality, training 
effectiveness and regulatory compliance.
· Monitor compliance trends and recommend improvements to 
processes, documentation and training.
· Support the implementation of new procedures and quality 
improvements across Production.
· Encourage proactive problem solving and continual 
improvement within the department.

6. Cross Functional Support
· Build effective working relationships with Production, Quality 
Assurance, Warehouse and other support departments.
· Act as a key point of contact between Production and Quality 
to facilitate effective communication and issue resolution.
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· Provide support across Production during periods of 
increased operational demand.
· Deputise for the Production Supervisor in quality and 
compliance matters where appropriate.

B. Key Activities

4. CAPABILITIES
Skills, specialist skills, 
education, qualifications 
and knowledge required 
for the role

Must have Good to have
Skills & Experience

Essential:
· GCSEs (or 
equivalent).
· Experience delivering 
training or assessing 
colleague competency.
· Experience managing
quality investigations, 
deviations and CAPAs.
· Experience with 
Quality Management 
Systems (QMS).
· Strong attention to 
detail and organisational 
skills.
· Effective 
communication and 
interpersonal skills.
· Intermediate 
computer skills.

Desirable:
· GCSE (or equivalent)
in science subjects.
· Knowledge of 
pharmaceutical 
repackaging and Parallel 
Import operations.
· Advanced computer 
skills.
· GMP experience
· GDP experience
· Experience reviewing
production 
documentation or batch 
records.
· Nupharm operational 
experience.
· Advanced computer 
skills.

5.     BEHAVIOURS
Key Behaviours Required Phoenix BASE Behaviours Relevant to role

6. ORGANISTAION CHART (Insert an organisation chart here)


