HR reference only: A3672

Job Description N@WGastle %

Job Title: Compliance Officer City Council
Grade: N8

Reports To: Compliance Manager

Number of Reports: Nil

Key job element:

The post of Compliance Officer is a generic technical role, however each officer will be
designated a specific area of responsibility, based upon their competence, qualifications and
experience. It is an expectation of the role that Compliance Officers will have a base knowledge
across all fields of technical risk management and general health and safety.

e Lead officer responsible for a designated area of technical risk, and health and safety
management on behalf of NCC

e Responsible for planning, design, procurement, feasibility studies, management and
financial control as required in the delivery of the service to the allocated area of work

¢ Monitoring all aspects of quality in the delivery of the delegated area of compliance
management and ensure full compliance to relevant specifications

¢ Investigate complaints and any deficiency in service delivery and to take appropriate
action including liaison with customers
Overall management of contracts/improvement schemes from inception to final account
To review standards of quality and to initiate development and innovation.

To undertake targeted inspections of the work delivered by partners and contractors to
ensure quality standards are being adhered to.

e To ensure that partners and contractors are engaged to deliver the service
requirements,comply with terms and conditions of contract, specifications and meet
performance indicators,the satisfaction of customers, budget costs and timescale targets

e Provide technical support as required
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