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Missouri Ozarks Community Action 
 
 

Job title 
WEATHERIZATION AUDITOR/QUALITY 
CONTROL INSPECTOR 

Grade 8 Class Non-Exempt 

Reports to WEATHERIZATION DIRECTOR Step  Unit WEATHERIZATION 

 
Job purpose 

 
The initial inspection will include the investigation, analysis and documentation of energy conservation and utility 
cost reduction measures.  Tests such as blower door and furnace assessment will be conducted for safety and 
efficiency.  Audits performed on the home will use a whole house approach to reach optimum results in reducing air 
infiltration providing a cost savings to the client.  The final inspection process will be completed to the client’s home 
after the Weatherization measures have been completed to the home.  The final inspection insures that all program 
requirements are correctly followed.  This position requires specific knowledge of the Weatherization and other 
Energy programs along with work standards and technical requirements. This position may be required to do the 
initial and final inspection if needed.  This position is supervised by the Weatherization Director. 
 

Duties and responsibilities 
 

1. The Weatherization Auditor/Quality Control Inspector performs the initial audit and final inspection of the client’s 
home if required.  Typically, two employees will hold this position.  One will be responsible for the initial inspection, 
the other the final inspection.  In the event there are not 2 employees, the one employee will be required to do both 
the initial and final inspection. 

2. Schedules inspections at appropriate times and places 
3. Makes initial home visits and conducts a home energy audit using the Building Weatherization Report and the 

National Energy Audit Tool (NEAT) and the Mobile Home Energy Audit (MHEA) formats. 
4. Document findings and discuss weatherization plan with client prior to weatherization process. 
5. Ensures home in in ASHRAE 62.2 compliance. 
6. Collects all data needed for NEAT/MHEA audit. 
7. Makes determination of feasibility of performing specific tasks on an individual job. 
8. Evaluate, monitor, and inspect all combustible systems in client homes.  
9. Responsible for implementing work orders.  
10. Prepares work orders for work crews, including estimations of material needed to accomplish the work outlines 

using recommendations from the NEAT/MHEA programs and schedules crew work with client.  
11. Indicates in writing special instructions and measurements and notes variations from program standards.  
12. Prepares work orders for repair and replacement of furnaces.  
13. Will prepare specs for the bid sheet if cost measure requires bid. 
14. Issues work orders to the contractor, and provides information to the contractor about the client so the work can be 

scheduled.  
15. Order all material and track expenses of material and labor on a per home basis, copy material list and put copy of 

order with estimated delivery date on form to be checked when delivered. 
16. Monitor data on material and labor used on homes to maintain the cost per home average, and track funding 

availability. 
17. Responsible for assuring production goals are met per weatherization production goals. 
18. Conducts Final Inspections to client homes. 
19. Ensure crew and contractors performance is per MOCA’s and funding source(s) work standards. 
20. Perform post blower door test and furnace diagnostics.  
21. Verify that all materials charged to job are properly installed. 
22. Understand and adhere to state weatherization priorities and work measures. 
23. Monitor crew and contractor’s workmanship. 
24.  Write redo orders on homes requiring additional work and verifies redo orders are completed and re-inspected. 
25. Interprets blower door test results and retests, as necessary to determine weatherization effectiveness while still 

maintaining a safe level of indoor air quality to the inhabitants. 
26. Completes all forms and paperwork associated with final or initial audit, which ever applies. 
27. Must be willing to complete required certifications by funding source within their time requirements.  These 

certifications include, OSHA 10, Confined Space, First Aid/CPR and Lead Renovator. 
28. This position must obtain BPI Energy Auditor/Quality Control Inspector Certification within 1 year of hire for this 

position.  
29. Perform Energy Audits for Electric Cooperatives and individuals for a predetermined fee. 
30. Maintain a close working relationship with the Weatherization Director. 
31. Perform any none-hazardous job related duties and tasks as assigned or needed. 

 



 

 

 

 
 

Integrity 
 

1. Ensure confidentiality of customers, agency, and co-workers.  
2. Establish and maintain good working relations with other service providers, including co-workers and community.  
3. Become familiar with MOCA’s Personnel Policy manual and follow policies outlined therein. 
4. Adhere to MOCA policies and procedures, and Weatherization/Energy policies and procedures. 
5. Represent MOCA, its policies and point of view while interacting with other agencies and individuals. 
6. Attend all staff meetings and required trainings. 

Preferred Qualifications 
 

1. Two-year experience similar to duties required of this position.  
2. Impeccable customer service skills.  
3. Possess excellent communication skills (writing, spelling, listening, and speaking). 
4. Ability to communicate and work with a variety of people from diverse backgrounds.  
5. Cooperate as a team member. 
6. Ability to work without close supervision. 
7. Utilize time management techniques.  
8. Proficiency in word processing, spreadsheet, database, and presentation software. 
9. Demonstrate knowledge and good judgment in matters of policy and procedure. 

 
Minimum requirements 
               1.    High School Diploma or equivalency, and/or two year related experience in construction. 

2.    Ability to communicate effectively in both written and oral form. 
               3.    Possess basic math skills. 

4.    Proven knowledge of general carpentry, home repair and safety practices relating to carpentry work 
5.    Ability to improvise quickly and effectively, and solve on-the-job problems. 
6.    Demonstrate dependable transportation, current insurance, and valid driver’s license.  
7.    Able to travel out of area on occasion for training; trips of two to five days. 

 
Direct reports 
                      Not applicable 

 
Equal Employment Opportunity Statement 
 

Missouri Ozarks Community Action (MOCA) provides equal employment opportunity to all individuals regardless of 
their race, color, creed, religion, gender, age, sexual orientation, national origin, disability, veteran status, or any other 
characteristic protected by local, state, or federal law. 

 
Employee Acknowledgement 

While performing the duties of this job, the employee is regularly required to reach with hands and arms.  Required to   
stand, walk, use hands to finger, handle or feel, climb up to 40 feet or balance.  Stoop, kneel, crouch or crawl in 
confined areas and talk to hear.  Must be able to regularly lift and/or move up to 50 lbs.  Specific vision abilities 
required by this job include close, distance, color, peripheral vision, depth perception and ability to adjust focus. 
Employee is frequently exposed to outside weather conditions to include extreme heat/cold, and humidity.  Precarious 
places, fumes and/or airborne particles, and risk of electrical shock.   
I have received a copy of my job description, and have an understanding of the duties and responsibilities listed 
wherein. I agree to abide by all rules stated in the MOCA Personnel Policy Manual regarding conduct and working 
conditions not described in this job description. 

 

 
Employee Signature: _______________________________________________ Date: _________________ 

Supervisor Signature: ______________________________________________  Date: _________________ 

Director Signature: ________________________________________________ Date: _________________ 


