Job Description

Auditor 

Reports To:-
Audit Manager
Responsible For:-
All types of site visits undertaken on site. Acts as the company’s representative when dealing with the Client’s staff and management during site visits.
Main Purpose:-
To complete site visits (all types) at client’s premises and in all cases to conduct the visit in accordance with the procedures laid down to ensure the safety of customers, staff and themselves. 
To accurately and legibly record all findings.
Main Tasks:-

	Client Management
	1. Act as the front line representative of the company when dealing with all representatives of the Client on Site.
2. Keep site staff fully informed and provide all necessary documentation required by procedures and or client representatives.

3. Meet where appropriate client staff or regulatory representatives on site to resolve problems or difficulties.
4. Work with Trading Standards in order to re-set and re-seal meters


	Audit
	5. At all times and in all situations ensure that all Health and Safety requirements for Customers, Staff, Assistants and themselves are met.
6. Conduct all site visits in accordance with agreed procedures and to the standard required by the client.

7. Complete hand written reports or record findings in a legible and logical manner.
8. Ensure that all documentation required by both the company and the client is fully and accurately completed.

9. At all times ensure that appropriate safety clothing and footwear is worn.
10. Inform Audit Support immediately of all changes and or problems arising from site visits
11. Input of Data into database and production of reports when necessary.

	Internal Management
	12. Attendance at team meetings
13. Give advice and assistance to all team members
14. Identification of areas where performance can be improved or quality enhanced.

15. Identification of non-conformances to agreed company standards 

16. Responsible for determining actions to be taken when site visits do not go as planned or other conditions require alterations to schedules

	Staff
	17. Take Responsibility for and supervise the work, health and safety and welfare of an assistant when working with an assistant.

18. Monitoring the quality of work of sub-contractors as and when required.


Attributes
Problem Solving and Innovation
· Identifies the existence and cause of problems

· Defines and analyses problems effectively

· Evaluates options critically and makes reasoned decisions or recommendations

· Implements decisions confidently

Goal Orientated
· Sets and plans to achieve objectives
· Prioritises tasks to meet deadlines 
· Possesses good time management and organisation skills
· Able to absorb service knowledge
· Self starter – takes the initiative
· Takes responsibility for own learning and development
· Persists at tasks
· Able to cope with routine work 
· Able to prioritise individual workloads
· Reliable and flexible in approach whilst also realistic with promises
Team Work
· Works well with other team members

· Adapts to behaviour of others to achieve team goals

· Negotiates to reach mutually acceptable outcomes

· Assertive but not aggressive

· Team player with good rapport with all employees

· Can take charge and supervise individuals
· Supports and develops colleagues

Communication
· Listens effectively to understand needs of others

· Able to build a good rapport with client

· Uses language and communication appropriate to situation and audience

· Presents and exchanges information clearly and accurately

· Shows strong sense of loyalty

· Able to be objective and fair

· Able to communicate to all levels

· Able to make decisions, knowing when and how decisions should be referred

· Enthusiastic and positive attitude

· Presents appropriate business image – has good presence

Literacy and Numeracy
· Good grasp of English Grammar

· Computer Literate

· Numerate
Additional/Essential Qualities
· Driving Licence (essential)
· Good level of physical fitness ability to lift moderate weights (essential)
· Free from allergic reactions to petroleum spirits (essential)
· Language Skills
· Approachable Demeanour
