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1.

UNVAN / Title

SISTEM BELGELENDIRME MUDURU / SYSTEM CERTIFICATION MANAGER

2.

YAPISI / STRUCTURE

Sertifika birimi ve tim fonksiyonlarindan sorumludur. / It is responsible for the certificate unit and all its functions.

3.

BAGLI OLDUGU BiRiM / CONNECTED UNIT

GENEL MUDUR / GENERAL MANAGER

4.

v

SORUMLULUKLARI VE YETKILERi / RESPONSIBILITIES AND AUTHORITIES

Akreditasyon kapsamini olusturmak, IAS ile baglanti kurmak ve Akreditasyon sirecinde Yonetim Temsilcisinin yoklugunda
koordinasyon ve is birligini saglamak / Establishing the scope of accreditation, establishing a connection with IAS and ensuring
coordination and cooperation during the accreditation process in the absence of a Management Representative,

Sistem sertifikalandirma igin bagvurulari kabul etmek ve 6n isleme koymak, / Accepting and pre-processing applications for
system certification,

islenmis basvuru ve belgelerin sonuglarini takip etmek ve misterilere sunmak, yazismalari onaylamak, / To follow the results
of processed applications and documents and present them to customers, to approve correspondence

Belgelendirme planinin bitiinsel yonetimini saglamak ve tim gunlik islemlerden sorumlu olmak, / To ensure the holistic
management of the certification plan and to be responsible for all daily operations,

Gelen bagvurulari alindiklari siraya gore isleme koymak, ayricalik veya gecikmeden kaginmak, / Process incoming applications
in the order they are received, avoiding privileges or delays,

Denetgi Onay Kurulu Gyeligini yapmak, / To be a member of the Auditor Approval Board,

Denetgci pozisyonuna basvuran aday denetgilerin ve teknik uzmanlarin tanik denetimlerine katilmak veya uygun sekilde
nitelikli bir denetgi atamak / Participating in witness audits of candidate auditors and technical experts applying for the auditor
position or appointing a qualified auditor

Musteri EA veya NACE kodlarinin dogru bir sekilde tanimlanip tanimlanmadigini kontrol etmek ve onaylamak / Checking and
confirming whether the customer EA or NACE codes are correctly defined.

izlenebilirlik igin onaylanmis miisteri uygulamalarina bir proje / kayit kimligi atamak / Assign a project / record ID to client
applications approved for traceability

Sistem Belgelendirme faaliyetlerine katilacak olan denetgilerin ve teknik uzmanlarin EA ve NACE kapsamini belirlemek ve ISO
19011-6.4.2 uyarinca uygun denetgi atamak. / To determine the EA and NACE scope of the auditors and technical experts who will
participate in the System Certification activities and to appoint an appropriate auditor in accordance with 1SO 19011-6.4.2.

Denetim stirelerinin uygun sekilde hesaplanmasi ve uygulanmasi / Proper calculation and implementation of audit periods

Denetim ekibinin toplam kapasitesini goz 6nlinde bulundurarak ek teknik uzmana ihtiyag olup olmadigini kontrol etme /
Checking whether there is any interest between the audit team and the client

Kalite kayitlarinin tutulma siirelerinin diizenli olarak gdzden gecirilmesi / Regularly reviewing the retention periods of quality
records

Denetgilerin ve uzmanlarin gergek ayrintilarinin izlenmesi / Monitoring the true details of auditors and experts

Denetim raporlarinin denetgiler tarafindan uygun sekilde yayinlandigini kontrol etmek / Checking that the audit reports are
properly published by the auditors.

ihlali yapan denetgiye karsi diizeltici bir eylem baslatma talebi / Request to take corrective action against the breaching
auditor

Sirketin inceleme toplantilarina katiimak, Yonetimin Gozden Gegirme prosediriinde belirtilen uygun alanlar igin zemin
calismasini diizenleyerek toplantiya sunmak. / Participating in the company's review meetings, organizing the groundwork for the
appropriate areas specified in the Management Review procedure and presenting it to the meeting.

On denetim talep eden miisterilere denetgiyi belirlemek ve atamak / Identifying and assigning auditors to clients who request
pre-audit

i¢ ofis personelini, denetgileri ve teknik uzmanlari ydnetmek ve koordine etmek, gerekli egitimler icin planlar gelistirmek ve
NVA KALITE prosediirlerine uygunlugu kontrol etmek / Managing and coordinating internal office staff, auditors and technical
experts, developing plans for required training and checking compliance with NVA KAlite procedures

Denetgi ve teknik uzman personelini genisletmek igin gerektiginde yeni adaylar bulmak ve onay igin Denetgi Onay Kuruluna
sunmak. / To find new candidates when necessary to expand the auditor and technical expert staff and submit them to the Auditor
Approval Board for approval.

Degerlendirilen musterilerle koordinasyonun saglanmasi / Coordination with evaluated customers
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v Sertifikali musterileri izlemek (denetim vb.) / Monitoring certified customers (audit etc.)
v Sistem belgelendirme faaliyetlerinde kisa ve uzun vadeli hedefler koymak / Setting short and long term goals in system
certification activities
v Sertifika tcretleri hakkinda 6nerilerde bulunmak / To advise on certification fees
v Musterideki degisikliklerin daha fazla denetim gerektirip gerektirmedigine karar vermek / Pre-examining and evaluating the
complaints from customers and submitting them to the committee.
v Sistem belgelerindeki ve standartlardaki herhangi bir degisikligi misterilere rapor etmek / To report the abuse found and
misleading use of the document to senior management
v Mdsterilerden gelen sikayetlerin 6n incelemesini ve degerlendirmesini yapmak ve bunlari komiteye sunmak. / Preparing and
evaluating the complaints from customers and presenting them to present
v Bulunan kétuye kullanimi ve belgenin yaniltici kullanimini Gst yonetime rapor etmek / Approval of corrective actions in
consultation with the General Manager
v Baska bir belgelendirme kurulusundan transfer eden musterilerin belgelerini kontrol etmek ve gecerli politika uyarinca karar

almak / Checking the documents of customers who have transferred from another certification body and making decisions in
accordance with the applicable policy

v Genel Mudur'e danisarak duzeltici eylemlerin onaylanmasi / Approval of corrective actions in consultation with the General
Manager

v Lider denetgilerin belirli galismalarindaki performansini degerlendirmek / Evaluating the performance of lead auditors in
specific work

v Mdsterilerin belge ve kayitlarini diizenli tutmak ve arsiviemek / Keeping and archiving customers' documents and records

v NVA KALITE” deki i¢ denetimler icin denetgiler havuzundan uygun denetgiler secmek ve atamak / Selecting and assigning
appropriate auditors from the pool of auditors for internal audits in NVA Kalite

v ic denetimler tarafindan ortaya konan herhangi bir uygunsuzluga karsi diizeltici, 6nleyici faaliyetlerin baslatilmasindan ve

kapatilmasindan Genel Mdiir ile ortak sorumluluk tasir. / It is jointly responsible with the General Manager for the initiation and
closure of corrective and preventive actions against any non-conformance revealed by internal audits.

4 Mdsteri bilgilerinin gizliligini sistematik olarak korumak / Systematically protecting the confidentiality of customer
information
v Planlama Béliminden gelebilecek olan teknik sorulara ihtiyag halinde destek vermek. / Supporting technical questions from

the Planning Department in case of need.

5. ANA SORUMLULUKLAR / MAIN RESPONSIBILITIES

a) Sirketin kalite politika ve hedefleri dogrultusunda calisir. / Works in line with the company's quality policy and objectives.

b) Sirketi kalite ile ilgili konularda alanda temsil eder. / Represents the company on quality issues.

) Dokiimantasyon sisteminin korunmasi giincelliginin saglanmasi / Keeping the documentation system up-to-date

d) Dis kaynakli doktimanlarin sistemde up-date edilerek saklanmasinin saglanmasi / Ensuring that external documents are kept

up-date and stored in the system

e) Kurulusun faaliyet gosterdigi her alanda verimi artirmak, hizmet kalitesini yikseltmek, yapilmis pazar arastirmalarina gére
arastirma sonuglarini uygulamak ve uygulatmak. / To increase efficiency in every field in which the organization operates, to
increase the quality of service, to apply and to have research results applied according to market researches.

f) Sirketin organizasyonundan ve tiim birimlerin tarafsizlik ilkesine yonelik olarak birbirleri ile ahenkli ¢alismasinin kontroliinden
sorumludur. / It is responsible for the organization of the company and the control of the harmonious work of all units with each
other on the principle of impartiality.

g) 1SO 17021-1:2015 ve ISO 9001:2105 ve ISO 13485:2016 standart taleplerinin ve diger yasal sartlarin uyumunun misteride ve
kendi is sahasinda tam olarak uygulandiginin kontroliinden / Checking that the compliance of 1ISO 17021-1:2015 and ISO
9001:2105 and 1SO 13485:2016 standard requirements and other legal requirements are fully implemented in the customer and
in her own business.

h) Dis kaynakli denetgilerin prosediire uygun faaliyet géstermelerini saglamak / To ensure that external auditors operate in
accordance with the procedure

i) Yetkileri cercevesinde harcamalara karar vermek. / To decide the expenses within the framework of their powers.
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Jj) Sirket personelini moral ve motivasyonunu artirmaya yénelik ¢alismalar iginde bulunmak / To work to increase the morale

and motivation of the company personnel

Nitelikleri / Qualifications

Lisans mezun olmak / To graduate undergraduate

Yabanc dil bilgisi / Foreign language knowledge

Kalite Yonetim Sistemi standartlarina hakimiyet / Master of Quality Management System standards

Benzer pozisyonda en az 3 yil tecriibe / At least 3 years of experience in a similar position

Bilgisayar yazilimlarinda bilgi / Information in computer software

insanlar ile kolay iletisim kurabiliyor olmak / Being able to communicate easily with people

Stres altinda dikkatli galisabilmek ve karar verebilmek / Being able to work carefully and make decisions under stress

Yazili ve sozlu ifade yetenegi guigli olmak / To have strong written and verbal expression skills

AN N N R N N RN

Takim galismasina yatkin olmak ve lider 6zelligi tasimak / To be prone to teamwork and to be a leader

7. Arzulanilan Kisisel Davraniglar / Desired Personal Behaviors

. Ahlakli / Ethical

. Acik fikirli / Open minded

. Diplomatik / Diplomatic

. Gozlemci / Observer

. Kavrayigl / Insightful

. Gok yonlu / Multidirectional

. Azimli / Plucky

. Kararli / Decided

. Kendine glivenen / Confident

. Metanetli hareket eden / Acting steadfastly
. Gelismeye agik / Open to improvement

. Kulttrel olarak duyarli / Culturally sensitive
. isbirligine agik / Open to cooperation

8. Bilgi ve Beceri / Knowledge and Skills
Minimum diizeyde asagidaki 6zelliklere sahip olmasi beklenir / It is expected to have the following at a minimum level;

. is ydnetim uygulamalarinin bilgisi / Knowledge of business management practices

. Tetkik prensip, uygulama ve tekniklerinin bilgisi / Knowledge of audit principles, applications and techniques

. Belirli yonetim sistem standartlari/hiikim ifade eden dokiimanlarin bilgisi / Knowledge of specific management system
standards / regulatory documents

. Belgelendirme kurulusunun proseslerinin bilgisi / Knowledge of the certification body's processes

. Mdsterinin yaptigi is sektorl Bilgisi / Information on the client's business sector

. Mdsterinin Griin, proses ve kurulusunun bilgisi / Knowledge of the customer's product, process and organization

. Musteri kurulusundaki butin seviyelerde uygun lisan becerileri / Appropriate language skills at all levels in the client
organization

. Not alma ve rapor yazma Becerileri / Note taking and report writing skills

. Sunum becerileri / Presentation skills

. Gorusme becerileri / Interview skills

. Tetkik yonetim becerileri / Audit management skills
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Belgelendirme Miidiirii / Certification Manager:
Atama Tarihi / Assignment Date:

Oryantasyon Egitim Tarihi / Orientation Training Date:

Hazirlayan / Prepared by: Melis Ozkan (insan Kaynaklari
Sorumlusu / Human Resources Responsibility)

Onaylayan / Approved by: Pelin Oge (Belgelendime Miidiirii /
Certification Manager)
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