TERMS OF REFERENCE
[bookmark: _GoBack]Training & Compliance Auditor
Duty station: _________________
Purpose of post: _______________
Organizational context: Under the technical supervision of the Training & Audit Specialist and Project Manager Lead, the Training & Compliance Auditor will undertake the following duties:
· To ensure all communication protocols are being followed prior to site visit and communication evidence are saved 
· To conduct ISA,CEA audits as per approved Roll-out Plan, and promptly update the TM and Project Manager on any changes through proper channel
· Assessment of Site Trainer and Site staff during the SOTM session at site
· Create actions on specific identified gaps and assign to relevant person for further action and closure  
· Responsible to lodge critical action complaints on spot and update the sheet with reference of critical action log.
· Recommend Stop work to TM on spot  in case of highly non-compliant gap identified during site visit 
· Send daily Audit reports to relevant TM via email on prescribed format 
· Close all actions assigned to trainers within the due date
·  To conduct meeting with TM’s to discuss bottom-line sites and devised strategy to improve the compliance with plan of action.
· To conduct RO/SMO Onboarding training session where required & submit the final report to TM & PM
· To conduct New TM Onboarding training session where required & submit the report to PM
· Report NMPI’s in Sphera portal as per given guidelines with quality reporting
· To upload decantation videos to Google Drive link and update decantation video update in Google sheet
· To submit foam trolley testing data to Training & Audit Specialist (Regional) on regular basis
· To maintain strong coordination with TM on compliance issues and support where required
· To complete uniform and safety shoes distribution activity within the given timeline & upload the receiving forms in portal
· To complete R&R distribution activity where required and submit the receiving to PM 
· Strong coordination with VOC assigned sites and motivate them to ensure maximum response from customer
· Provide support and assistance to Site Manager/Representative to login and usage of SMG360 portal (VOC)
· Responsible to create account of “My Service portal-CBRE” of sites and provide coaching to Site Manager on its usage
· Any other duties assigned by the supervisors.
Functional skills and experience:
At least 3-4 years’ experience preferably in training and audit/inspection in relevant filed
Functional understanding of fuel stations & OMCs
Proven data management and analysis skills
Working knowledge of Microsoft software applications, including Access and Excel.
 Working knowledge of web portals and mobile applications

Competencies
Demonstrates technical knowledge and expertise in area of work.
 Maintains integrity and takes a clear ethical approach and stance at all times.
 Shares relevant information openly and ensures that the shared information is understood properly.
 Demonstrates accountability for work.
 Promotes the Organization's position in health leadership.
 
Education: Master’s/ Bachelor's degree in Social or relevant degree
Languages: Ability to communicate clearly in the English & Urdu language, orally and in writing.
 
