	Construction Industry Training Services Pty Ltd 
Job Description

	Job role: Trainer / Assessor  

	Location:     C.I.T.S. 42 Fenton Street, Hamilton, VIC 3300 or
                     C.I.T.S. 40-46 Lynott Street, Horsham, VIC 3400

	Reports to: C.I.T.S. Management 

	
	Type of position:
Full-time or Part-time as agreed with management
	Hours:
72 hours per fortnight (Avg 36 per week) or as agreed with management

	General Description:

Provide efficient and professional training and assessment services, in line with quality operating systems, to clients of Construction Industry Training Services Pty. Ltd. (C.I.T.S.).

Hours and days worked may vary and may include evening or weekend work from time to time however majority of work will be 8am to 5pm Monday to Friday.
Key Responsibilities

In a professional manner, the employee shall;
· Comply with the NVR Standards for Registered Training Organisations in the delivery and assessment of training, as well as in relation to professional development and maintaining industry competence. 

· Adhere to C.I.T.S. policies and procedures and the Staff Manual in every aspect of their role. 
· Provide training and assessment in the agreed category (heavy vehicles, earthmoving, cranes/dogging, forklift, 4WD  or other) utilising plant and vehicles owned by C.I.T.S. or using customer owned fleets. The training and assessment shall take place at one of our training facilities, or on location at our customer's site, as required.
· Complete all relevant documentation, in relation to their duties, as required (i.e. Assessment documentation, truck reports, end of month reports, timesheets, etc.).
· Travel to other depot’s for training and assessment, or staff meetings as required. 
· Keep all C.I.T.S. equipment and facilities neat and tidy.

· Undertake vehicle inspections & perform basic maintenance on vehicles and plant as required.

· Assist with the movement of vehicles / equipment between C.I.T.S. sites as and when required.
· Promote and market C.I.T.S. to current and prospective clients 

· Assist C.I.T.S. in the promotion and management of the Victorian Training Guarantee and any other funded programs.
· Any other duties as required by C.I.T.S. Management 
Personal Attributes:
· A friendly and outgoing personality.

· A commitment to extraordinary customer service.

· Excellent grooming and presentation.

· Able to work without supervision.

· Ability to work well under pressure and remain calm.

· A willingness to use initiative and solve problems.

· Current Heavy Combination Vehicle license as required. 
· Certificate IV in Training and Assessment.

· Forklift licence and earth moving plant operator's competency ticket as applicable
· Industry competence in the area of training as per the NVR Standards for RTO’s.
· Previous experience in the Construction, Transport & Distribution and/or Earthmoving Industries.

· Minimum basic computer skills.



