
RTITB 


JOB DESCRIPTION

Title:
Training Accreditation Auditor & Instructor Examiner
Appointment:
Technical
Responsible to:
Auditing Co-Ordinator (administration)





Technical Director (technical & standards)

Direct Subordinates:
None
Review Date:
August 2018
Issue Date:
August 2017
Function:
To monitor RTITB accredited organisations, conduct 1st accreditation visits, examine candidates who have undertaken RTITB instructor courses and to undertake all associated administration.
Quality Assurance:
In undertaking the following key responsibilities, all procedures are to be carried out in line with the RTITB Quality Assurance Systems as applicable, ensuring adherence to any regulatory body or legislative requirements.

RESPONSIBILITIES
1. Examine candidates who have undertaken approved RTITB instructor qualification courses with RTITB currently accredited organisations.
2. Audit RTITB accredited organisations and conduct 1st accreditation visits in line with RTITB guidance and criteria, upholding all published standards.

3. Undertake all administration related with completing RTITB monitoring visits, 1st accreditation visits and RTITB examinations, accurately and within required timescales.
4. Respond to all emails within a maximum of 3 working days but within 1 working day wherever possible. 

5. Positively and professionally represent and protect RTITB and the RTITB brand at all times.  

6. Positively and effectively communicate the promotions to each customer visited, ensuring the customer understands each promotion, and has suitable information to utilise the product/service offer.
7. Attend examination and auditing standards meetings on an at least 6 monthly basis and upon request to ensure uniformity and consistency of standards. 

8. Participate in shadow monitoring  and examining on an at least 6 monthly basis and upon request to ensure uniformity and consistency of standards
9. Undertake suitable continuous professional development to ensure role competency and technical knowledge is maintained to a professional level at all times. 
10. Communicate clearly and effectively with all customers, potential customers and colleagues at all times. 
11. Maintain safe systems of work at all times. 
Please note: Regular and extensive national travel (including weeks away from home) throughout the UK and Ireland is a requirement of this role. 
NB.
This list is not exhaustive and other duties will from time to time be required. Short secondments to other areas of RTITB activity may be required. Overtime will be necessary as workload dictates.

