BULLETIN 2019-31                                                                         
January 31, 2019
	U.S. Department of Labor

Employment and Training
  Administration

Office of Apprenticeship (OA)
Washington, D.C. 20210
	Distribution:

A-541 Headquarters
A-544 All Field Tech

A-547 SD+RD+SAA+; Lab.Com
	Subject:  New Apprenticeable Occupation:  Management Systems Auditor
Code: 200.1

	Symbols:  DPQSP/FJH
	
	Action:  Immediate

	PURPOSE:  To inform the staff of OA and the State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors and other partners of the approval of a new apprenticeable occupation Management Systems Auditor:

                                                                                 Management Systems Auditor
                                                                                 O*NET-SOC Code:  13-1111.00
                                                                                 RAPIDS Code:  2082CB
                                                                                 Training Term:  Competency-based 
BACKGROUND:  Mr. Ron Johnson, Senior Consultant, INS, Group on behalf of the Mr. Milton Bush, Executive Director, Independent Association of Accredited Registrars, submitted the occupation Management Systems Auditor for Apprenticeability Determination; the OA Administrator approved the occupation on January 25, 2019.  
Management Systems Auditor will:
· Evaluate the development, implementation, and improvement processes to increase the effectiveness of a business’ management system;
· Enhance customer satisfaction by meeting customer requirements;
· Evaluates the understanding and management of interrelated processes;
· Increase the effectiveness of controlling the interrelationships, and interdependencies among the processes of the system
ACTION:  The OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance.
If you have any questions, please contact Felecia Hart, Team Leader, Division of Program Quality, Standards and Policy at (202) 693-3792.
NOTE:  This bulletin is being sent via electronic mail.  
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WORK PROCESS SCHEDULE

MANAGEMENT SYSTEMS AUDITOR

O*NET-SOC CODE:  13-1111.00   RAPIDS CODE: 2082CB



Description:  The apprentice evaluates the development, implementation, and improvement processes to increase the effectiveness of a business’ management system; enhances customer satisfaction by meeting customer requirements; evaluates the understanding and management of interrelated processes as a system that contributes to the organization’s effectiveness and efficiency in achieving its intended results; and increases the effectiveness of controlling the interrelationships and interdependencies among the processes of the system so the overall performance of the organization can be enhanced.  Terminal performance for the apprentice requires identified competencies with an emphasis on emotional intelligence, problem-solving, deductive reasoning, observational and writing skills.



		

		

		Place a check mark or date in each box when complete.

		



		

		Primary On-the-Job Learning Competencies

		Training

		Demonstrates Fundamentals

		Proficient in Competency

		Completion Date/Initials



		

		Personal Attributes

		

		

		

		



		

		· Demonstrates fairness in auditing matters

		

		

		

		



		

		· Demonstrates discretion in all auditing matters

		

		

		

		



		

		· Demonstrates truthfulness in all auditing matters

		

		

		

		



		

		· Demonstrates willingness to consider alternative ideas or points of view

		

		

		

		



		

		· Demonstrates being tactful in dealing with individuals

		

		

		

		



		

		· Demonstrates being observant of physical surroundings and activities that are significant to the auditing process

		

		

		

		



		

		· Given a specific situation, can accurately become aware of and can understand the situation

		

		

		

		



		

		· Demonstrates the ability to adjust readily to different situations

		

		

		

		



		

		· Demonstrates timely decisions based on logical reasoning and analysis of data

		

		

		

		



		

		· Given a specific situation, can appropriately act independently while interacting effectively with others

		

		

		

		



		

		Knowledge and Skills

		

		

		

		



		

		· Applies audit principles, procedures, and techniques

		

		

		

		



		

		· Plans and organizes effectively to accomplish an audit

		

		

		

		



		

		· Conducts audits within the agreed time schedule

		

		

		

		



		

		· Given a specific situation, prioritizes and focuses on matters of significance

		

		

		

		



		

		· Collects appropriate information through:

· Interviewing

· Listening

· Observing

· Reviewing documents, records, and data

		

		

		

		



		

		· Given a specific situation, can use appropriate sampling techniques for auditing and state the limitations of the technique used

		

		

		

		



		

		· Verifies the accuracy of collective information

		

		

		

		



		

		· Confirms the sufficiency and appropriateness of audit evidence to support audit findings and conclusions 

		

		

		

		



		

		· Assesses factors that can affect the reliability of the audit findings and conclusions

		

		

		

		



		

		· Uses work documents to record all audit activities

		

		

		

		



		

		· Prepares audit reports that are accurate and based on data and information gathered during the audit process

		

		

		

		



		

		· Maintains the confidentiality and security of the information gathered during the audit process at all times

		

		

		

		



		

		· Communicates with all individuals, either through personal linguistic skills or through an interpreter to achieve a desired result

		

		

		

		



		

		· Given an audit, comprehends the scope of the audit and applies appropriate audit criteria

		

		

		

		



		

		· Applies management systems to different organizations

		

		

		

		



		

		· Recognizes interaction between the components of the management system

		

		

		

		



		

		· Uses quality or environmental management system standards, applicable procedures, or other management system documents used as audit criteria

		

		

		

		



		

		· Recognizes differences between and priority of the reference documents

		

		

		

		



		

		· Applies reference documents to different audit situations

		

		

		

		



		

		· Demonstrates the use of information systems and technology for authorization, security, distribution, and control of documents, data, and records

		

		

		

		



		

		· Adapts the audit process to the organizational situation:

· Organizational size, structure, functions, and relationships

· General business processes and related terminology

· Cultural and social customs of the auditee

· Applicable laws, regulations, and other requirements relative to the discipline

		

		

		

		



		

		Specific Knowledge and Skills of Management Systems Auditors

		

		

		

		



		

		· Demonstrates quality-related methods and techniques through the use of:

· Quality terminology

· Quality management Principles and their application

· Quality management tools and their application

· Sector-specific terminology

· Technical characteristics of processes and products, including services

· Sector-specific processes and practices

		

		

		

		










RELATED INSTRUCTION OUTLINE

MANAGEMENT SYSTEMS AUDITOR

O*NET-SOC CODE:  13-1111.00   RAPIDS CODE:  2082CB



		

		

		

		    Provider



		Job Related Instruction Descriptions

		Training Provided

		Job-Related Instruction Hours

		College

		IAAR

		On-line



		Written and Oral Communications and Crucial Conversations

		

		30

		

		

		 



		Team Building

		

		30

		

		

		



		Theories of Quality

		

		30

		

		

		



		Workplace Diversity

		

		30

		

		

		



		Scientific/Technical Instruction 

		

		30

		

		

		



		Workplace Safety

		

		30

		

		

		



		Total Hours

		 

		180
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