JEWELERS MUTUAL INSURANCE COMPANY
JOB DESCRIPTION
JOB TITLE: 

Quality Assurance Coordinator
DEPARTMENT:

Project Management Office
REPORTS TO: 

Manager of CBI and QA
POSITION SUMMARY
Responsible for the  maintenance and compliance of the quality assurance (QA) process for the company.  Coordinates and monitors the QA process across multiple cross-functional project teams and a Continuous Business Improvement (CBI) team.  Develops, organizes, and maintains a QA toolkit for the company.  Participates in the QA process.  Functions as a quality thought leader and contributor across the organization.  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.
Maintenance, and compliance of QA process:

· Provides input to continually improve the QA process for the company.  This includes documenting policies, procedures, standards, systems, and tools for QA

· Ensures compliance with the company standards for the following types of QA testing: unit, system, integration,  regression, smoke, stress / load, user interface, functional, user acceptance, end-to-end, and production 
· Ensures compliance with  QA sign-off / approval process
· Communicates with and trains stakeholders on the QA process.  Stakeholders include but are not limited to: business units, IT, project teams, and CBI team

Coordination and monitoring of QA process:

· Organizes and coordinates the QA process in close conjunction and cooperation with Project Managers, Business Analysts, and Manager – CBI and QA.
· Collaborates with Project Managers and Business Analysts to develop, facilitate, and oversee the quality assurance plan on corporate projects

· Collaborates with the Manager – CBI and QA to develop, facilitate, and oversee the quality assurance plan for the company’s CBI effort

· Provides ‘on-boarding’ QA training to testing resources assigned to cross-functional corporate projects

· Documents, tracks, and communicates test plans, test results, test metrics, and unresolved problems across multiple project teams and CBI team
· Identifies potential conflict between various testing efforts and recommends solutions
· Provides direction in evaluating and testing complex software programs to verify that programs function according to requirements, specifications, and standards

· Coordinates testing efforts with various business area teams and external vendors
· Manages multiple test environments
· Facilitates defect triage meetings and informs appropriate stakeholders and management of risks / issues discovered while testing

· Provides quality feedback for ‘go/no go’ decisions 

· Verifies software deployment

· Monitors whether products of a given stage of the software development life cycle fulfill the requirements established during the previous stage

Development, organization, and maintenance of QA toolkit:

· Maintains and organizes a library of repeatable test cases

· Recommends and maintains quality assurance systems and tools

· Trains testing resources on the use of QA test cases, systems, and tools

Participation in QA process:

· Defines quality objectives and success criteria for all projects

· Identifies ambiguities with requirements and functional designs  to ensure testability

· Verifies traceability of test conditions to test cases

· Creates understandable and repeatable test cases and test data

· Tests software programs to compare to requirements, specifications, graphical style guides, and documentation 

· Leads and performs, as necessary, the following types of testing: system, integration,  regression, smoke, stress / load, user interface, functional, user acceptance, end-to-end, and production
· Creates and executes automated test scripts using automated testing software programs and conducts maintenance and monitoring of its use

· Conducts compatibility tests with other software programs, hardware, multiple operating systems, and network environments
SUPERVISORY RESPONSIBILITIES                   



This job has no supervisory responsibilities.
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
EDUCATION AND/OR EXPERIENCE                   



Bachelor's degree (B. A.) from four-year college or university and five years related experience and/or training; or equivalent combination of education and experience.
COMPUTER SKILLS                   



Demonstrated proficiency in Microsoft suite of applications including but not limited to Outlook, Word, PowerPoint, Excel, SharePoint, and Visio. Working knowledge of QA software applications and the ability to learn and use various computer applications.
CERTIFICATES, LICENSES, REGISTRATIONS 
Certified Software Quality Analyst (CSQA), Certified Manager of Software Quality (CMSQ), or Certified Manager of Software Testing (CMST) designation preferred.   

OTHER REQUIRED SKILLS AND ABILITIES                   



· The ability to develop constructive and cooperative working relationships with others and maintain them over time.  

· Must be a strong communicator, have strong organizational skills, and demonstrate proven training methods and experience.

· Must demonstrate strong business and technical knowledge and the ability to make technical and non-technical material understandable to various audiences.
· Familiarity with SDLC (System Development Lifecycle), PLC (Project Lifecycle) and the ability to be an effective team member on projects using various development methodologies (Waterfall to Agile).

Behavioral / Interaction Skills and Characteristics

· Creates and manages collaborative relationships through negotiation and consensus building 

· Ethics / Trustworthiness

· Personal organization

· Creates and sustains a participatory environment, and fosters teamwork

· Models professional positive attitude

· Ability to provide leadership and influencing

LANGUAGE SKILLS                   



Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and response to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS                   



Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.
REASONING ABILITY                   



Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this Job, the employee is regularly required to talk or hear. The employee is frequently required to sit and use hands to finger, handle, or feel. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision and ability to adjust focus.
WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
The noise level in the work environment is usually moderate.

