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JOB DESCRIPTION 
 

TITLE 
   QA&I Inspector Special Audits 

NUMBER 
    50018200 

JOB FAMILY 
   Operations 

GRADE 
    11 

DATE REVIEWED 
   May 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Significant part of this job involves developing and conducting new quality assurance audits. This position is 
regularly called upon to consult and assist in quality control plans being developed within Operations. 
Responsibilities regularly require travel to meetings and Audit locations. This position supports various QA&I 
department processes. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 

JOB RESPONSIBILITIES 
 Performs up-front interviews, assessments and analysis to ensure objectives are clearly defined to meet project 

goals. 
 Creates and executes audit plans and revises as necessary to meet changing needs and requirements. 
 Manages day-to-day operational aspects of a audit and scope. 
 Ensures audit documents are complete, current, and properly filed. 
 Facilitates team and client meetings effectively. 
 Communicates effectively on all relevant project information to management and stakeholders. 
 Keeps audit team well informed of status, changes and progress. 
 Reviews deliverables prepared by team before distributing to stakeholders. 
 Delivers engaging, informative, well organized presentations. 
 Tracks lessons learned and utilizes knowledge effectively on subsequent audits. 
 Problem resolution including: root cause analysis, stake holder involvement, resolution/remediation action plan, 

implementation, and final results stakeholder reporting. 
 Supports department databases and audit/inspection data integrity. 
 Trains and mentors team members. 
 Periodically fills in performing inspections and site audits of contractor’s construction and maintenance work. 
 Develops and maintains department reports, manuals, website, and laptop computers. 
 Leads development and tracking of department goals.  
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Knowledge of auditing principles and practices. 
 Experience performing conformance audits and inspections. 
 Audit development and implementation experience. 
 Experience in various Microsoft programs such as Outlook, Word, Excel, PowerPoint and Access. 
 Leadership experience directing teams/task forces. 
 10 or more years utility industry experience. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Knowledge of PSE infrastructure, construction specification and work practices normally achieve through 

demonstrated education, training or advanced level of work experience. 
 Construction and or O&M inspection experience. 
 Statistical analysis experience. 
 Database design and programming experience. 
 Experience in SAP, CLX, and Image Site. 
 Process documentation and flow charting. 
 

 


