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Curriculum vitae 
 
  
Name Trine Arenfeldt Andersen 
Nationality Danish 
Domicil Middelfart, Denmark 
 
 
Contact Information 
Phone +45 53 89 58 56 
Mail: Trine@qamed.dk 
Homepage  qamedsolutions.com    
 
 

Personal Letter 

 
In my role as Administrative Coordinator at QA MED Solutions, I support daily operations by 
ensuring efficient administration, structured coordination, and seamless collaboration across the 
organization. I specialize in creating structure, managing administrative processes, and providing 
reliable support that enables teams and leadership to focus on their core responsibilities. 
 
My approach combines attention to detail with a proactive and service-oriented mindset. I work 
across administrative, operational, and organizational tasks—ensuring that processes run smoothly, 
communication is clear, and day-to-day activities are executed with efficiency, professionalism, and 
a strong focus on quality. 
 
IT-skills: 
- Microsoft 365 (Word, Excel, PowerPoint, Outlook) 
- ClickUp (Project Management tool) 
- AI tools (ChatGPT, Microsoft Copilot) 
- IPW (Quality Management System) 
 
Education and degrees                            
 
2015, Bachelor of Engineering in Integrated Design, University of Southern Denmark (SDU) 
 
 

Certifications and courses                            
 
2017, GMP training    
 
 

Language skills    Level 
 
Danish      Native 
English     Written and spoken Fluent 
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Professional background 
 
QA MED Solutions ApS 
June 2025 – now, Administrative Coordinator 
 
Key Responsibilities: 

 Coordinating daily administrative and operational activities across the organization. 
 Maintaining and managing quality documentation, procedures, and controlled records in the 

QMS (IPW). 
 Supporting compliance activities related to ISO standards, GDPR, and internal governance 

processes. 
 Managing deviations, customer complaints, and follow-up actions within the Quality 

Management System. 
 Supporting management with planning, reporting, documentation, and internal 

communication. 
 Coordinating meetings, training activities, and organizational documentation. 
 Contributing to process optimization and continuous improvement initiatives. 

 
 
Achievements: 

 Strengthened cross-functional collaboration by improving communication and administrative 
coordination. 

 Contributed to build and maintaining an efficient and compliant Quality Management 
System. 

 Improved administrative workflows by standardizing documentation and coordination 
processes. 

 
 
Tjellesen Max Jenne A/S 
2023, Quality Coordinator 
 
Key Responsibilities: 

 Managing and maintaining master data and Standard Operating Procedures (SOPs). 
 Ensuring the quality, consistency, and compliance of operational documentation and 

processes. 
 Coordinating communication and information flow between internal teams and external 

stakeholders. 
 
Orifarm A/S 
2017 – 2020, Regulatory Affairs Assistant 
 
Key Responsibilities: 

 Creating and maintaining master data and Standard Operating Procedures (SOPs). 
 Preparing, updating, proofreading, and maintaining packaging and regulatory submission 

documentation. 
 Coordinating communication and collaboration with internal teams and external stakeholders. 


