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1.

UNVAN/TITLE

Teknik Uzman / Technical Expert

2.

BAGLI BULUNDUGU BiRiM/CONNECTED UNIT

Sistem Belgelendirme Mudurii / System Certification Manager

3.

SORUMLULUKLARI VE YETKILERi/ RESPONSIBILITIES AND AUTHORITIES

- NVA Belgelendirme politika ve hedefleri dogrultusunda hizmet vermek / To serve in line with NVA Certification policies and
targets

- Denetim yapacagl konuda ilgili standart ve dokiimanlara hakim olmak / To be familiar with the relevant standards and
documents on the subject to be audited

- Bas denetginin vermis oldugu direktifler ve plan dogrultusunda denetimi gergeklestirmek. / Performing the audit in line with the
directives and plan given by the lead auditor.

- Denetim oncesi, denetim sirasinda ve sonrasinda bas denetgiye yardim etmek ve bas denetginin vermis oldugu gorevleri yerine
getirmek / To assist the lead auditor before, during and after the audit and to fulfill the duties assigned by the lead auditor.

- Denetim sirasinda tespit ettigi uygunsuzluklari ve diger bulgulari bas denetgiye raporlamak / To report the nonconformities and
other findings detected during the audit to the lead auditor.

- Gizlilik ve bagimsizlik taahhutlerine bagh kalmak, galismalarini imzalamis oldugu sézlesmelere gore yiritmek / To adhere to
confidentiality and independence commitments, to carry out its work in accordance with the contracts it has signed.

- Uygulamakla yukimli oldugu dokiimanlara ilgili gérislerini bildirmek / To express their opinions on the documents that they are
obliged to implement.

- Sadece glincel ve gegerli dokiimanlari kullanmak / To use only current and valid documents.

ASGARI NITELIKLER VE TECRUBE GEREKSINIMLERi/MINIMUM QUALIFICATIONS AND EXPERIENCE REQUIREMENTS
- 1SO 19011 VE IAS da belirtilen sartlari saglamak/ To meet the requirements specified in ISO 19011 and IAS

BULUNMADIGI ZAMAN YETKiYi DEVREDECEGI MAKAM/KiSi/THE AUTHORITY / PERSON WHO WILL TRANSFER THE
AUTHORIZATION WHEN NOT AVAILABLE

Diger bir Teknik uzman /Another Technical expert

ARANAN NITELIKLER /REQUIRED QUALITIES

- Bu pozisyonda en az 7 yillik bilgi ve deneyime sahip olmak. Veya universitelerin ilgili bolimlerinden mezun olmak. / Having at
least 7 years of knowledge and experience in this position. Or graduating from relevant departments of universities.
insanlar ile kolay iletisim kurabiliyor olmak / Being able to communicate with people easily

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

- Yazili ve s6zI0 ifade yetenegi gliclii olmak / Having strong written and verbal expression skills

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

- isletme kiltiiriinii benimseyebilecek ve benimsetebilecek yapida olmak /To be able to adopt and adopt the business culture

Arzulanilan Kisisel Davranislar / Desired Personal Behaviors

. Ahlakli / Ethical

. Acik fikirli / Open minded

. Diplomatik / Diplomatic

. Gozlemci / Observer

. Kavrayigl / Insightful

. Gok yénla / Multidirectional

. Azimli / Plucky

. Kararl / Decided

. Kendine glivenen / Confident

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

. Kilttrel olarak duyarli / Culturally sensitive
. isbirligine agik / Open to cooperation
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7. 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 yonetim 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 sektori Bilgisi / Information on the client's business sector

. Mugterinin Urln, proses ve kurulugsunun bilgisi / Knowledge of the customer's product, process and organization

. Mdusteri 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
. Gorlisme becerileri / Interview skills

. Tetkik yonetim becerileri / Audit management skills

Teknik Uzman / Technical Expert :
Atama Tarihi / Assignment Date:

Oryantasyon Egitim Tarihi / Orientation Training Date:

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

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