JOB TITLE: Lead Assessor — Fire Door Inspection Scheme

REPORTING TO: Scheme Manager
LOCATION: Homebased, with travel across the UK
WORKING HOURS: This is a full-time position on a fixed term contract; normal working hours

will be 35 hours per week. You may be required to work a limited number of
additional hours, without overtime payment. However, these will be on an
as-required basis and be part of a flexible time management approach to the

role.

HOLIDAYS: 25 days (plus bank holidays)

TERM: 12-month fixed term (with an opportunity to become permanent in the
future)

SALARY: £40K - £45K + Pension

We are looking for a trustworthy and self-motivated experienced lead assessor to join our team.

As the FDIS lead assessor you will be responsible for formally assessing fire door inspectors under the FDIS
certification scheme. You will play a primary role in ensuring that both new and existing certificated FDIS
inspectors meet the required competence standards set out in the scheme documents.

The role requires you to work closely with the Scheme Manager and administration function of the business.
You will be responsible for ensuring that all candidates are competent to carry out fire door inspections via
an initial assessment and ongoing re-assessments.

A private car available for work purposes is needed, with appropriate business motor insurance and a full UK
driving license is essential, though some travel will be carried out on public transport. You will, on occasions

be expected to attend the FDIS head office based in London and may be asked to stay overnight to carry out
assessments at a distance from your home location.

Main Purpose of the Job:
e To be the lead assessor reviewing candidate evidence portfolios and providing written feedback
e To be the lead assessor carrying out on-site assessments and examinations
e To make certification recommendations on assessed candidates to the Scheme Manager
e To effectively manage the scheduling and delivery of on-site assessments and exams
e Liaise with the Scheme Manager and administration staff regarding portfolio and on-site assessment
service schedules and delivery
o To effectively manage your time and coordinate your travel across the UK
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e To maintain appropriate assessment records for candidates and for internal and external audits

e Submit written assessment records to the Scheme Manager within the designated timescale

e To work in accordance with all FDIS quality assurances procedures

e To technically peer review and monitor any sub-contractor assessor work

e To carry out on-site monitoring visits when required

e To maintain knowledge relating to fire door inspections, including standards and regulations for the
Purpose of assessment and guidance to existing certificated inspectors

e Participate in FDIS reviews and represent FDIS in sector working groups

e Promote the FDIS scheme and inform potential customers of FDIS inspectors, about the benefit of
using certificated fire door inspectors

e As part of the FDIS quality assurance process, annually review a sample of the approved FDIS
inspector reports and CPD records

e Review question sets and write new examination questions for candidates

e Monitoring and auditing of scheme documentation and processes, taking an active role in the
continual improvement of the FDIS certification scheme

e The postholder will be required to focus on quality and continuous service improvement

Education and Experience

e Certifications an advantage including D32/D33, A1, CAVA, TAQA, NOCN

e Fire door inspection and assessment experience

e Fire door industry-specific experience — testing, installation and/or production
e Strong verbal and written communication skills

e Strong IT skills including Microsoft Office

¢ Knowledge of relevant standards and regulatory requirements

Key Competencies

e Strong attention to detail

e Solid communication skills (both verbal and written) as it will be necessary to liaise with numerous
parties, internal and external, via telephone and email

e Planning and organising

e Sound and ethical assessment and evaluation skills

e Personal integrity

e Decision-making skills

e Customer service orientation preferably in a membership and/or training/education environment

e Organised and able to work to strict deadlines

e Effective interaction with stakeholders

e Teamwork

e Enthusiasm for continued professional development
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