
 

Winslow Automation, Inc. / SIX SIGMA, an industry leader in electronic component 

soldering and other packaging services, is seeking a creative, mechanically inclined 

and quality conscious individual to join our team in Milpitas, CA. 

 

We are currently hiring Document Control Clerk for day shift (8:00 AM - 5 PM). 
 

 

Primary Responsibilities: 
 

 Ensures Change Notices (CNs) (for documents, drawings, manufacturing instructions, item masters, 
and bill-of-materials) have the appropriate approvals and are expedited as needed 

 Ensures Deviation Notices (DNs) have appropriate approvals and are expedited as needed 

 Accurately processes CNs and DNs and releases them in a timely manner  

 Keeps personnel updated of document changes and deviations using distribution lists 

 Notifies personnel when DNs are about to expire 

 Updates controlled binders and postings 

 Tracks and files document routing sheets 

 Notifies personnel of actions assigned on CNs and verifies completion  

 Maintains the current revisions of documents and prevents the unintended use of obsolete 
documents 

 Sorts, scans, files, and labels records for archiving 

Ideal Candidate will have the following qualifications: 
 

 High School Diploma; AA or AS Degree Preferred 

 Minimum of 5-years work experience in a related position or industry   

 Required to be a US Person (i.e., citizen, permanent resident, refugee) 

 Strong oral and written communication skills in English 

 Ability to read, comprehend, and execute work instructions 

 Ability to follow verbal and written directions accurately, thoroughly, and completely 

 Exceptional tracking and organization skills 

 Multi-tasking and coping skills for working in a high pressure, quick-tum environment 

 Detail-oriented with a focus on accuracy, and a "do it right the first time" attitude 

 Data entry at 55 wpm (with 99% accuracy and ten key by touch preferred) 

 Advanced computer skills in MS Office (Word, PowerPoint, Excel, Access and Outlook), Windows, 
Internet 

 Working knowledge and understanding of established, standardized document 

control and quality systems based on ISO 9001 or AS9100 standards 

 Exceptional proof-reading skills and attention to details 

 Solid administrative skills (including proficiency in using printers, scanners, multiline phones, etc.) 

 Exceptional organizational , tracking, and alphanumeric filing skills 

 Good people skills (enjoys helping others, customer centered) 



 Safety-conscious, dependable, adaptable, diligent, quick-learner, self-motivated 

(takes initiative),and well organized 

 Multilingual a plus 

 Ability to train small groups or individuals a plus 

 
Physical Attributes Required: 

 Sitting, standing, walking  and computer and/or phone use up to 8 hours/day 

 Physical ability to lift 25+ pounds, climb ladders, and stoop routinely 

 
 

This position requires handling of product or information which is subject to ITAR 

regulations. Applicants must be either a U.S. citizen, U.S. Permanent Resident (i.e. a Green 

Card Holder), Political Asylee, or Refugee. 

 

 

 


