
JOB DESCRIPTION - GRADUATE FOOD TECHNICAL 
ASSISTANT 

 

About us 

JC Dudley & Co Ltd is a family-owned UK food ingredient supplier, that 
specialises in sourcing and supplying a wide range of high-quality raw 
materials, ingredients and finished food products to the manufacturing 
and foodservice sectors. 

 

About the role 

We welcome applications from graduates or individuals from technical, 
scientific or operational backgrounds who are looking to build a career in 
food industry quality and technical functions. If you have excellent 
attention to detail, enjoy working with processes and documentation, and 
can use your initiative to prioritise tasks and solve problems, we would like 
to hear from you. 

More detail on the role:  

Supporting the Technical Manager by: 

• updating the Company’s EMS system  
• ensuring suppliers’ certificates of analysis or conformance are 

obtained for all Purchase Orders; saved on the EMS and sent to 
customers as required 

• ensuring that all technical specifications from and for suppliers, 
customers and those for internal use are current and accurate 

• creating and updating JCD specifications as required 
• managing the Technical email inbox and ensuring all customer and 

supplier queries are responded to in a timely manner 
• ensuring all customer questionnaires are completed in a timely 

manner and are current and accurate 
• assisting with supplier approval and ensuring all necessary 

documentation is on file 
• maintaining and updating the supplier database to reflect current 

approved and unapproved suppliers, and that up-to-date 
documentation is on file 

• initiating routine traceability testing with suppliers 
• regular checks on Food Safety alerts (RASFF), alerting Sales 

Department and following up with suppliers as necessary 
• assisting with management of customer complaints 



• assisting with the management and development of all 
documentation and procedures within the Company’s Quality 
Management System (QMS) and BRC for Agents and Brokers 

• assisting with and conducting of internal reviews/audits relating to 
the QMS and BRC  

• maintaining the Company’s Sedex online portal with current 
information 

 

About you.  

Essential 

• A minimum of a 2:1 degree in food science or a related discipline (e.g. 
chemistry, physics, forensic science, bioscience).  

• Strong communication skills and a willingness to learn. 
• Knowledge of food chain of custody processes and experience  

contributing to small-medium quality improvement projects. 
• A confident communicator able to work independently with a 

proactive, solutions-focused mindset.  
• Proactive with a diligent, detail-driven approach, consistently 

demonstrating our values: customer care, can-do attitude, teamwork 
and commitment to maintaining high standards.  

• Strong computer skills, particularly Microsoft 365, with experience of 
databases or other management systems. 

Desired 

• Technical experience in a food environment, though enthusiasm 
and drive to develop are equally important. 

 

What you’ll receive.  

- 25 days holiday, plus bank holidays 
- Training and support to develop your skills and understanding of 

food industry quality systems 
- A friendly, supportive working environment in a family-owned 

business 
- A competitive salary, plus bonus. 

 
The role is based in Chesham, just a three-minute walk from the station, 
with free on-site parking available. The successful candidate must, by the 
start of their employment, have permission to work in the UK 


