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JOB DESCRIPTION

COMPLIANCE TECHNICIAN (SURVEYOR/TESTER)
ARGUS FIRE SYSTEMS SERVICE LIMTIED

THE ARGUS GROUP
Reports to: 
BOP Compliance Coordinator
Direct Liaison with:
Service Maintenance Coordinator, Senior Managers, Customers
Internal Function 
Reception, Administration,

Managers, Support Office
External:
Customers, Contractors from other services, Fire Brigade, ADT & Other Suppliers
1) Primary Responsibility
This role requires the day-to-day prioritisation of work and requires attention to detail and emphasis on customer service.

All work must be in compliance with all statutory requirements and within best industry practices.
To meet the agreed targets by generating sales and new business, whilst establishing a favourable marketing image for the Company’s products and services. 

2) Key Tasks and Responsibility
1. Organise and prioritise work, maximising efficiency and maintaining an excellent service record with our customers.
2. To ensure routine testing and surveying, required by Industry Codes, is completed in a timely manner. 
3. Completion and accurate processing of timesheet on a daily basis.

4. Diesel annual/biennials, Battery A + B replacements to be completed as required.
5. Any other duties, which are directly related to the growth and efficiency of the area of responsibilities.
6. Deal with fellow members, suppliers and customers by telephone, email, fax and face-to-face when they visit.

7. Manage inwards and outwards correspondence by telephone, fax, email and mail related to your area of responsibility.
8. Other administration duties that may arise and will be discussed and agreed upon.

3) Key Outcomes
1) Happy clients and contractors.

2) Smooth communication at all levels.

3) Efficient distribution of all correspondence.

4) Accurate word processing.

5) Ongoing ISO 9001 internal auditing compliance.

6) Accurate and timely accounting, database and management records and reports.

7) Uninterrupted computer services.

8) Efficient, easy to use filing and archive system.

9) Achievement of division’s agreed budgets and targets.

4) Measure of Performance

1) Achievement of division’s agreed budgets and targets.

2) Timeliness, relevance and accuracy of reports.

3) Accuracy and efficiency of client records, reports, paperwork and files.

4) Compliance of the divisions’ procedures to ISO 9001.

5) 360O feedback from colleagues, contractors, suppliers and customers.

6) Accuracy of word and data processing.

In addition the following less tangible factors will be taken into account:

7) Understanding and commitment to The Argus Way

8) Loyalty to the Group.

9) The standard of the Group’s performance records.

10) Personal development and currency of knowledge.

11) A degree of co-operation with Line and Functional Management from Support Team, head office and branches.

12) Communication in a professional manner towards customers at all times.

13) Problem Solving – ability to identify or rectify any problems.

14) Ability to supervise others work.

