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Job Specification

ISO Consultant/Auditor

Location: Various

Reporting To: Senior Consultant

Role Type: Full-time - Field based - operating within a 75-mile radius of your home
address

Salary: £55,000 OTE

Benefits: Pension, Health Plan, 5 weeks’ holiday, plus birthday day off, plus 8 paid

Bank Holidays, Gym discounts, generous commission opportunities

About us

We provide professional consultation and support for Organisations that require a
hassle free and cost-efficient route to ISO Certification. We have proudly been
delivering internationally recognised Management Systems for over 25 years, with
the aim of ‘'making businesses better'.

We currently employ over 65 Consultants around the UK, all of whom provide
professional consultancy services to organisations looking to achieve ISO
Certification.

Through our network of Consultants, we have implemented over 20,000
management systems into organisations of all sizes, using our unique approach and
industry leading IT solutions.

Our growth plans are ambitious, and we're part of the private equity owned

Citation Group. Our customer base has grown significantly over the past few years
and this growth will continue - that's where you come in.

About You
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We are looking for people, with a positive outlook, who embrace change and
continual improvement displaying a ‘can do’ attitude which will instil confidence
with our clients to foster brilliant relationships.

You will have experience of conducting audits, ideally externally. You will be willing
to travel to clients within your region and be able to work to defined submission
deadlines. You will hold a valid UK driving licence and have access to own car is
required.

For this role you will need to have the following essential skills:

e Clientliaison and negotiation skills

e Display diplomacy, integrity and sincerity at all times

e High levels of computer literacy

e Ability Use web-based platforms to generate high quality outputs for
submission in line with defined service delivery standards

e Present a positive and professional image to internal and external clients

e Portray excellent interpersonal communication skills

e Be highly motivated and able to work with autonomy with great time
management

e High levels of organisation, diligence and flexibility, being able to adapt to
deal with all kinds of clients and situations

e Confidence and positivity

e Can do’ attitude, embracing changes and continual improvement

Purpose of the role

To implement ISO Management Systems and conduct third party surveillance
audits.

Using our ‘Keep it simple’ approach you will help make the certification and
maintenance of ISO Management Systems as simple and stress free as possible for
our clients via Atlas, our industry leading IT platform, and other platforms.
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Key tasks

Conducting onsite and remote consultancy for client management systems in
accordance with the requirements of ISO Standards

Conducting both on onsite and offsite audits of client management systems
against the requirements of the corresponding ISO Standards

Delivering Internal Audit Training to clients

Promoting products and services from Citation ISO Certification Ltd and the
Citation Group companies

Other bespoke services from time to time depending on the needs of the

company

Company interests

Colleagues should use best endeavours to ensure that the Company interests are

promoted in a positive manner at all times;

e Portray the Company in a positive way to internal and external parties

» Take steps wherever possible to ensure that the Company maximises sales

Readly for anything!
Our company is proud of its culture and values, colleagues are expected to
demonstrate our values in the day-to-day delivery of their roles.

#Make it happen #never settle #choose right #smart with heart

Please note: While we endeavour to respond to all applications, if you have not heard back
from us within 3 weeks of applying, your application has not been successful on this
occasion. Applicant details will be kept on file for 12 months.
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Person specification
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Consultant

Requirement

How will this be
assessed?

Qualifications
Essential

Lead Auditor
Qualification in
9001:2015

A

Desirable

Other IRCA Lead Auditor

qualifications

Desirable

Other allied qualifications
related to certification
such as quality, health,
safety, environment and
information security are
also welcomed

Desirable

3 A level passes desirable
- or A level equivalent

Essential

GCSE pass in Maths &
English

Experience

Experience of auditing in
an ISO or

similar

environment

Experience of consulting

in an ISO or similar

environment

Skills & Competencies
Essential

PC literate - experience
of using entire Microsoft
Office suite of products

Al

Desirable

Knowledge of other ISO
management system
standards such as ISO
14001 Environmental
Management Systems,
ISO 45001 Occupational
Health and Safety
Management Systems,
ISO 27001 Information
Security Management
Systems would be
advantageous

Al
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Essential Used to dealing with Al
customers

Essential Excellent  interpersonal | I
skills

Essential Excellent report writing | |
skills

Essential Listening with accuracy |

and comprehension

Essential Presenting skills to I
deliver consultancy/audit
findings and conclusions

Essential Client management A
Essential Problem solving Al
Essential Time management Al
Essential Attention to detail Al
Essential Proof reading Al
Behaviours & Values - Smart with heart I

Can demonstrate
examples thereof

Never settle I
Make it happen |
Choose right I
Other UK driving licence |

Make it Hoppen ﬂ [never Settle ;j.j Choose Right @ (Smort with Heart f'yj




