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Quality Assurance Assistant

Innovotech Inc. - Edmonton, Alberta

REPORTS TO LOCATION APPLY TO
Quality Assurance Team Lead 9407 — 20 Ave NW, Edmonton careers@innovotech.ca
About Us

Innovotech Inc. is a leader in biotechnology and microbiology services, delivering innovative
solutions to address global industry challenges. We're a growing, well-managed company with

exceptional people and real opportunities to learn, contribute, and improve how things work.

The Opportunity

We are seeking a detail-oriented and motivated Quality Assurance Assistant to join our growing
team. This role provides essential support to the quality system by managing documentation,
tracking samples and materials, maintaining quality records, and assisting with investigations
and audits. The successful candidate will play a key role in ensuring compliance with internal

procedures and applicable regulatory requirements.

This position is ideal for someone who enjoys working in a structured environment, has strong
administrative and organizational skills, and is interested in quality systems within a regulated

industry.

Key Responsibilities

m Receive, log, track, and organize incoming samples.
m Prepare and distribute testing reports and quality documentation.
m Receive materials and assist with equipment commissioning activities.
m Issue, process, and maintain controlled documentation, including:
~ Standard Operating Procedures (SOPs)
— Controlled Forms

- Equipment Logs



= Maintain and update Quality Assurance databases and records.
= File, archive, and organize quality documentation in both electronic and paper formats.
= Assist with internal and external audits by gathering and organizing required documentation.
m Collect documentation and trend data for investigations and quality system reports.
= Support the completion of quality system records, including:
- Deviations
— Out-of-Specification (0O0S) investigations
- Corrective actions and investigations

= Monitor and remain current with applicable regulatory requirements and guidance
documents, including Health Canada, FDA, ICH, USP, and EP standards.

m Coordinate shipping, scanning, copying, shredding, and other administrative activities.
= Order and maintain inventory of office and department supplies.

m Provide general administrative support to the Quality Assurance team as required.

Qualifications

= Diploma or certificate in a science, quality, business administration, or related field, or an
equivalent combination of education and experience.

= Strong attention to detail and commitment to accuracy.

= Excellent organizational and document management skills.

m Proficiency with Microsoft Office applications, particularly Word, Excel, and Outlook.
m Strong written and verbal communication skills.

= Ability to manage multiple priorities and meet deadlines.

= Ability to work independently as well as collaboratively within a team.

How to Apply

Please send a cover letter and resume to careers@innovotech.ca with Quality Assurance

Assistant in the subject line.

We thank all applicants for their interest; however, only those selected for an interview will be contacted.
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