QUALLION

Test Analyst /Test Technician

Quallion, LLC is one of only two major space battery manufacturers to be truly US-owned and operated; capable of
making rechargeable lithium ion batteries. Our Quality Lithium lon or Quallion chemistry is used in primary and
rechargeable cell batteries that provide power storage solutions for Medical, Military, Space/Aviation,
Hybrid/Electric Vehicle, and Utility Industries.

Our scientists are designing and developing renewable green solutions for our world.

Wouldn’t you like to be part of that solution?

Summary: This position maintains the overall test data in laboratory and performs general administrative duties including
typing, data entry, and filing.
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e  Maintains department filing system to ensure availability of information when needed. Performs other related duties as
assigned by management.
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e  Composes memos, transcribes notes, researches and creates presentations, generates reports.
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e Relies on experience and judgment to plan and accomplish goals.
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e  Performs a variety of complicated tasks.
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e  Familiar with a variety of the field's concepts, practices, and procedures.
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e A wide degree of creativity and latitude is expected.
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e  Constantly involved with highly confidential information.
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Duties and Responsibilities:
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e  Oversee all experimental data.
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e  File and retrieve organizational documents, records and reports.
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e  Create and modify documents such as reports and presentations using word processing, spreadsheet, database and/or
other presentation software such as Microsoft Office or other programs.
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e  Create and modify figures and charts with the necessary experimental data for presentation purpose.
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Organize all experimental data and retrieve those files as required.
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May conduct research, compile data and prepare papers for consideration and presentation to various department staff
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Prepare agendas and make arrangements for meetings.
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Compile, transcribe and distribute minutes of meetings.
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Collect and maintain inventory of laboratory equipment and supplies.
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Research, price and purchase laboratory furniture, equipment and supplies.
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Support staff in assigned project based work.
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Maintain confidentiality in all aspects of client, staff and agency information.
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Assists in special events, such as the annual meeting.
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Assist with overall maintenance of the organization.
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REQUIREMENTS:
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e High School graduate or equivalent, plus more than two years experience in the administrative field. At least two (2)
years experience in general office responsibilities and procedures.
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e  Must be computer literate with a high level of experimental data processing in MS Excel
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e  Knowledge of principles and practices of basic office management and organization.
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e  Knowledge of the basic principles and practices of file keeping for both electronic and hard copies.
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e  Ability to work well either alone or as part of a team.
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e  Bilingual Japanese preferred based on interaction with overseas vendors
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e Knowledge of general office practices and procedures.

o FHOEBRREBRLOI,

e  Knowledge of company products, policies, and procedures.
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e  Skilled in operating personal computer and various software packages: MS Excel, MS Word, MS Power Point,
preferably MS Project, VISIO, Adobe Acrobat
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e Ability to make mathematical computations.  HFHIRFHFENTE 577,

e  Ability to effectively communicate, both verbally and written, with domestic and international business contacts in a
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e  Ability to follow oral and written instructions.
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e  Ability to operate standard office equipment, including but not limited to, computers, telephone systems, typewriters,
calculators, copiers and facsimile machines.
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To apply for this position:
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Qualified candidates should send resume to Quallion LLC, attention Recruitment,
recruitment@quallion.com and include “Test Analyst/Test Technician” in subject line of the e-mail to
be considered.

Quallion LLC offers competitive salaries, outstanding benefits packages and professional growth
opportunity. For further information, please visit our website at http://www.quallion.com/

Quallion LLC is an Equal Opportunity Employer.

All qualified applicants will receive consideration for employment without regard to race, color,
religion, sex, or national origin
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