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Home Inspection - Report Quality Reviewer
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: Inspection Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll check every commercial report before it goes to the client. You review property condition assessments and inspection reports for scope, accuracy, consistency and clear writing, check the cost tables, and send drafts back to inspectors with specific comments. Your sign-off means the report is ready to deliver.
2. Essential Duties and Responsibilities
1. Review each draft against the client's scope of work and the firm's standard, such as ASTM E2018 for property condition assessments.
1. Check that findings, photos and cost tables match, and that every immediate repair and replacement reserve item ties to a described condition.
1. Check estimated useful life and remaining useful life entries for consistency across similar systems.
1. Edit for clear, plain writing and remove opinions outside the inspector's scope.
1. Return drafts with specific comments and track each one until it's resolved.
1. Keep report templates, the comment library and the review checklist current with the Inspection Manager.
1. Track common errors by inspector and share them for training.
3. Key Tasks / Daily Activities
1. Work the review queue in order of client due dates.
1. Call inspectors to clear up unclear findings or missing photos.
1. Check the limitations and deviations sections for areas the inspector couldn't access.
1. Release approved reports for delivery in [your inspection software].
1. Handle client revision requests after delivery with the original inspector.
4. Key Performance Indicators (KPIs)
1. Review turnaround time: [your target].
1. Reports delivered without client revision requests: [your target].
1. Errors found after delivery: [your target].
1. Reviews finished before the client due date: [your target].
5. Required Qualifications and Skills
1. [3+] years writing or reviewing commercial inspection, property condition or engineering reports.
1. Working knowledge of building systems: structure, roofing, envelope, mechanical, electrical, plumbing and life safety.
1. Edits technical writing into plain language and checks cost tables line by line.
1. Experience with [your inspection software] or similar report tools.
6. Preferred Experience
1. Field experience as a commercial property inspector.
1. Degree in engineering, architecture or construction management.
1. Familiarity with lender report formats and requirements.
1. InterNACHI Certified Commercial Property Inspector or a similar credential.
7. Physical Requirements
1. Read and edit on a computer for most of the day.
1. Occasional site visits with inspectors for training.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Works from the office or remotely: [your setup].
1. Regular hours, with a heavier queue near lender deadlines and month-end closings.
1. Works closely with inspectors by phone and message while they're in the field.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new report quality reviewer gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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