Quality & Compliance Officer – Person Specification

Qualifications and Knowledge
· Good level of education, including GCSE or equivalent in Maths and English.
· Experience or a relevant qualification in auditing, quality assurance or quality and compliance would be desirable.
· Understanding of relevant legislation, contractual requirements and/or best practice within a Welfare to Work, employment support or similar environment.
· Understanding of confidentiality, data protection and information governance requirements when handling personal and sensitive information.

Experience
· Experience of working within a project, programme or externally funded environment.
· Experience of undertaking quality checks, audits or monitoring activities and reviewing records against defined standards or requirements.
· Experience of collecting, analysing and reporting data to identify trends, risks and areas for improvement.
· Experience of working with electronic records, data and client/information management systems.
· Experience of contributing to the development and implementation of processes, procedures and service improvements.

Skills and Abilities
· Excellent attention to detail, with the ability to identify errors, inconsistencies and areas of non-compliance.
· Ability to interpret contractual guidance, policies, procedures and requirements and apply these within an operational environment.
· Excellent organisational skills, with the ability to work independently, use initiative and effectively manage competing priorities, workloads and deadlines.
· Excellent written and verbal communication skills, with the ability to communicate findings clearly, provide constructive feedback and appropriately challenge areas of non-compliance.
· Ability to build and maintain effective working relationships with colleagues, managers and internal and external stakeholders.
· Good ICT skills, particularly Microsoft Word and Excel, with the ability to confidently work with data and electronic systems.
· Ability to analyse information and present findings clearly and accurately to support decision-making and service improvement.

Behaviours and Approach
· Commitment to maintaining high standards of quality, compliance and customer service.
· Proactive approach to identifying issues and opportunities for continuous improvement.
· Professional and objective approach when reviewing the work of others and communicating quality or compliance concerns.
· Ability to work effectively both independently and as part of a wider team.
· Able to handle confidential and sensitive information appropriately and professionally.

