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	Compliance and Quality Manager
Job Description and Personal Specification

	
	

	Job title:
	Compliance & Quality Manager

	Place of work:
	Homebased

	Hours of work:
	37 hours per week

	Salary/Grade:
	Operations – Team Leader

	Reports to:
	Senior Data, Impact and Compliance Manager

	Level of screening:
	DBS Enhanced 

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.
The Catch22 Employability & Skills division are committed to supporting people to find their purpose and thrive. Whether that’s helping them gain qualifications and vital life skills in our Colleges and through our NCS programmes, or supporting them in their search for sustainable employment, the division works collaboratively to deliver impact in all the spheres they operate.
	Where you fit in

	The Compliance & Quality Manager will support the Senior Data, Impact & Compliance Manager and Senior Management Team in ensuring that the Employability & Skills division is fully compliant across all of our services and meeting all quality and contractual requirements..
You will sit within a centralised team of compliance and data specialists. This team will be responsible for ensuring all services are demonstrating impact, are contractually compliant and meet Catch22’s reporting mechanisms. 

You will also be responsible for ensuring your knowledge is maintained and kept up to date to allow you to filter this information down to the delivery teams. 


	Main Duties & Accountabilities


· To lead on internal contract assurance inspections of Catch22 Employability & Skills services and to provide RAG ratings, reports and improvement plans to senior management. This will include desk-based auditing and when required on-site audit visits at our locations across the country
· To lead on audit inspections of services ensuring that Catch22 are well prepared before and during commissioner assurance visits   
· Supporting the Operations Managers to ensure compliance and auditing of staff by completing monthly PAAs and supporting the preparation and completion of Brilliant Basics audits

· To become highly knowledgeable about the contractual requirements across all services. To provide advice and guidance to managers and their local operational teams on these requirements and expectations to ensure complete compliance
· Provide line management to the Hub admin and ensure resource is allocated to ensure maximum efficiency of the overall compliance function 
· Leading on the training and support for the division’s Admin assistants, supporting them with all their key compliance tasks, ensuring they complete the exceptions reports to help them achieve the best possible PAA scores

· Leading on training new staff on the expectations of outcome evidencing and providing guidance to the division’s Admin assistant’s when they are validating outcomes

· Leading on the collation of impact evidence across all services so that they can be reported quarterly
· Leading on the collation of satisfaction surveys across all programmes so that they can be reported quarterly
· To support the Operational Governance team to prepare for, and manage Matrix Standard inspections and support with any future accreditation requirements 
· To assist with projects that will support the wider Catch22 organisation to achieve relevant ISO standards, Merlin, and any other recognised standards of safe, effective, high quality operational delivery and business management.
· Be responsible for compliance against the reporting calendar for the year, ensuring that services are clear on expectations and able to report with ease and on time

· Producing and developing reports on a planned basis and further interim reports as required across all services

· Work with the Data Manager to analyse data to identify and report on themes and trends for the hub to support service delivery and development
· Following processes to ensure all paperwork and performance is tracked and submitted efficiently and accurately. Supporting staff with loading all contractual paperwork onto in house data system when necessary

· Perform, organise, and streamline operational tasks, systems and processes to reduce the potential for errors
	What does good look like for this role?


Ensuring quality and compliance of contractual paperwork and digital records across all employability contracts are in line with the Commissioners expectations
· Operational Managers and delivery staff feeling well supported in their roles

· Educating and training delivery staff and operational managers to ensure their knowledge is up to date with commissioner data rules 

· Complying with all Catch22 and partner agencies policies and operating procedures, including those related to but not limited to safeguarding, health and safety, data protection and security
	Organisational Relationships

	Line manages Hub Admin/Officer Manager and dotted line to all Admin assistants across division
Reports to the Senior Data, Impact & Compliance Manager

Liaises closely with key stakeholders within the Operational Governance team and Learning & Skills services


	Compliance and Data Manager: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	· Minimum Level 2 in English and Maths
	· Level 4 or above in a related professional qualification

· Project or programme management qualification (e.g. Prince 2, MSP)
	Application Form, Interview/Selection Process

	KNOWLEDGE
	· Able to demonstrate high level technical skills with experience of working with complex databases

· An understanding and knowledge of quality assurance standards, preferably those relevant to training and employability industries.
	· Detailed knowledge of DWP funding and compliance rules/methodologies.
	Application Form, Interview/Selection Process
Essential 



	EXPERIENCE


	· Experience of managing MIS and CMS data systems 
· Experience in analysing and interpreting data, and in presenting data to a range of stakeholder to inform their decision making

· Experience in providing information, advice and guidance to a range of stakeholders in respect of data, compliance, recording rules, etc.
	· Experience of working with both internal and sub-contracted study programme, apprenticeships or employability delivery

· Experience of undertaking formal compliance audits


	Application Form, Interview/Selection Process

	SKILLS & ABILITIES
	· Able to convey complex information to a range of stakeholders, either through reports or presentations/verbally

· Able to use your own initiative and to plan and prioritise your workload, and willing to go the extra mile when necessary to complete priority activities/meet deadlines

· Able to break down a complex challenges/tasks into an ordered programme of work to achieve a given objective on time and to budget

· Excellent ICT skills, particularly MS, MIS products and CRM systems.

· An understanding of data protection and information assurance regulations, and the importance of respecting the confidentiality if the information you will have access to.
	· Able to appreciate and articulate the role of ICT in the effective delivery of services and programmes.
	Application Form, Interview/Selection Process

Essential 



	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required

	A full, clean driving licence and access to a car which can be used in carrying out the requirements of the role.
	


