
COMMUNITY ACTION PARTNERSHIP

JOB DESCRIPTION
TITLE:   AUDITOR/INSPECTOR
EXEMPT/NON-EXEMPT:  NON-EXEMPT
REPORTS TO:  WEATHERIZATION COORDINATOR  

ISSUE DATE:  08/23
______________________________________________________________________________
PROGRAM DESCRIPTION:
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Helping People. Changing Lives.



The Weatherization Department helps to increase the energy efficiency of dwellings owned or occupied by low-income people, reduce their total residential energy expenditures, and improve their health and safety, specifically low-income groups who are particularly vulnerable such as the elderly, the handicapped and children.
GENERAL POSITION SUMMARY:

Under supervision of the Weatherization Coordinator, the Auditor/Inspector is responsible for performing energy audits and inspections on eligible homes in CAP’s service area while following state and federal guidelines.  Overnight stays and changing work schedules may be required when traveling to CAP’s outer service areas.
ESSENTIAL FUNCTIONS/MAJOR RESPONSIBILITIES:

· Perform complete energy audits on eligible homes as required by the states of Idaho and Washington;  requires movement on ladders, in attics, crawlspaces, and under floors;
· Enter data on Idaho’s Computerized Energy Audit System; 

· Determine the most cost effective measures to use and estimate required materials;
· Complete paperwork on each home: compile data and prepare reports as required;
· Effective communication with team members, clients, and vendors;
· Promote, advocate, and model the agency’s vision statement both internally and externally;
· Perform related work as assigned.
SECONDARY FUNCTIONS:

· Assist in other areas of the Weatherization Department as needed.
JOB SCOPE:
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· The position of the Auditor/Inspector is to perform quality audits and inspections within the guidelines developed by federal and state entities.

· It is the responsibility of this position to interact effectively and fairly with a diverse client base.

SUPERVISORY RESPONSIBILITIES:

None

INTERPERSONAL CONTACTS:

· The person functioning in this role serves as an advocate for CAP.
· This position closely interacts with our client base in a confidential manner.
· Employees are expected to keep their supervisor informed of issues, questions, or concerns that may arise or come to their attention about CAP.  Such issues, etc. may come to employees from clients and/or community members as well as co-workers during the course of performing their duties.
SPECIFIC JOB SKILLS:
· Must have knowledge of methods, procedures, and materials used in building repairs, alterations, maintenance, and installation of insulation.
· Must be able to handle and work with cellulose and fiberglass insulation.
· Interpret program guidelines and directives, compile data, and prepare reports.
· Required accuracy and attention to detail.
· Interact effectively with disadvantaged people.
MINIMUM QUALIFICATIONS:

· Must possess an BPI Quality Control Inspector/Building Analyst Certification;  
· Ability to effectively communicate both orally and in writing;
· Demonstrate ability to prepare required reports in a timely manner;
· Demonstrate ability to work independently;
· Knowledge of basic math;
· Maintain a valid driver’s license and a clean driving record acceptable to the agency’s insurance provider;
· Must be 18 years or older.
Additional Requirements

Math Requirement

· Ability to perform basic math computations and measurements.
Language Requirement

· Ability to communicate with co-workers and supervisor.
· Ability to read and write required reports, guidelines, and regulations.
Reasoning

· Ability to make decisions using sound judgment and involving many variables.
· Ability to analyze future impact of decisions and the effect of past decisions.
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	Requirements by Percentage of the Workday
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                                                                                                                                                                                                                                      This job description is not a contract for employment.  Duties may be changed, modified, or adjusted at the Administration’s discretion to meet the agency’s changing needs. The employee is expected to do other duties as assigned, which obviously fall within the scope of this job.  Community Action Partnership is an “At Will” employer.  In accordance with Federal and law, CAP does not discriminate on the basis of race, color, national origin, sex, age, disability, or sexual orientation.

I have read and understand the duties and expectations of this position and commit to carrying them out to the best of my ability for as long as I hold this position with Community Action Partnership.

Employee’s Signature






Date

I have gone over this job description with this employee.

Supervisor’s Signature





Date
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*Machinery: Working on machinery, running machinery, exposure to vibration, spinning shafts, blades, belts, boilers, blowers etc.











