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Role Profile

Position Title: Accreditation Assessor
Salary Grade: Voluntary role.

Location: Remotely Based

The IRMS is committed to diversity and equality of opportunity for all and is opposed to any form of
less favourable treatment and harassment on the grounds of race, religious beliefs, creed, colour,
nationality, ethnic or national origins, gender, marital status, parental status, age, sexual
orientation, or disability. You can read more on our diversity and inclusion approach at
www.irms.org.uk/Diversitylnclusion.

Position Responsibilities:

Effective administration of the IRMS Accreditation Programme are key priorities for the IRMS. In
addition to the duties and expectations outlined in the IRMS Constitution and supporting policies
and procedures, this role description will outline the role of an Accreditation Assessor.

An Accreditation Assessor shall be appointed by the IRMS Accreditation & Fellowship Subcommittee.
This role does not make them part of the Subcommittee or IRMS Executive, if the Assessor is
currently or subsequently taking on such a Subcommittee or Executive role, that role is separate.

As a volunteer role, if you feel you can no longer perform the role assessors can write to the Chair
of the Accreditation Subcommittee to step away as an Assessor. Similarly, the Accreditation
Subcommittee reserves the right to withdraw the Assessor role if they feel you are not meeting the
duties outlined in this role description.

Duties:

e Review written Accreditation applications (as first or second assessor) in accordance with
agreed IRMS assessment processes and timeframes

e Arrange and host Accreditation interviews (with at least one other assessor) either digitally
or in person at Group events in accordance with agreed IRMS assessment processes and
timeframes

e Provide detailed and constructive feedback on the application and, in accordance with the
assessment processes, decide as to the outcome of the applicants’ assessment

e Attend training, provided by the IRMS, on key updates to Accreditation and any other
training and awareness courses the IRMS deems relevant

e Provide constructive feedback to the Accreditation Subcommittee on any issues you may
come across in the process to help ensure Accreditation continues to grow and develop

e Ensure all applicants data is handled fairly, securely and in the strictest of confidence in
accordance with IRMS standards on information handling

e Ensure any conflicts of interest are declared before you take on an assessment where a
conflict exists (or may potentially exist)
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Person Specification:

Essential:

e Accredited Membership of the IRMS
e A good knowledge of the products and services that the IRMS offers

e Excellent organisation, prioritisation, and time management skills with the ability to work
to tight deadlines

e Excellent written and verbal communication skills across all levels of the organisation

e Knowledge of IT processes e.g., MS Office Suite

e PC literate, including knowledge of various eTools including Forums, Wikis, and social
media

e To understand what the expectations are of IRMS members and to ensure this is consistently
incorporated into the role as appropriate

Desirable:

e Experience interviewing and/or academic assessments

e Experience working with electronic based interviews (MS Teams ideally but not essential as
the principles are the same across platforms)

e A good understanding of the importance of handling information securely and to the highest
of standards

o Desire to learn, apply and share knowledge

¢ Flexible attitude in approach and methods of working

¢ Inclusive and experience in leading and inspiring others
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