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Job Description 
Job Title:	 	Quality and Performance Manager
Service: 	 	Quality Assurance
Grade:		8
Responsible to: 	Business Manager
Purpose
· [bookmark: _Hlk185414550]To support the Business Manager in all initiatives relating to compliance, performance and quality.
· To provide detailed performance reports and communicate performance information in a variety of formats and to different audiences, to support service delivery and service improvement.
· To support the company in the delivery of quality services to customers.
· To support the Business Manager to manage the company’s activities to ensure compliance with all regulatory requirements.
· To be responsible for the performance and quality assurance functions, including data collection, data analysis, performance monitoring and reporting, benchmarking, organisational strategy, research and needs analysis.

Main Duties and Responsibilities

· To support the Business Manager in developing, implementing and overseeing the Quality Assurance Framework and specific quality assurance initiatives across the company. 
· To record, monitor, and report on activity relating to a range of quality-related and regulatory information, in a variety of formats and for a range of stakeholders.
· To analyse, interpret and critically evaluate data to provide intelligence on local and national trends and emerging issues.
· To be responsible for the accuracy and quality of data and analysis, and how the information is used.
· To support the wider management team to ensure that all data requirements are understood, and reports are presented in a meaningful, timely and accurate way.
· To liaise with performance colleagues within the Council as and when required.
· To oversee and ensure registration requirements within SCAS are met.
· To work with operational and strategic managers to understand, assess and evaluate performance, intelligence and operational information.
· To identify and propose innovative system improvements to support the effective work of the company.
· To participate in internal and external forums and working groups to represent SCAS positively and to share best practice.
· To report on   stakeholder satisfaction and provide assurance that the quality of the service provided is monitored and improved where needed.
· To ensure that relevant policies and procedures are robust, fit for purpose, reflect current working practices and meet all regulatory and legislative requirements.
· To plan and organise own work, work of the team and project work to fulfill organisational priorities and drive up standards
· To provide advice, guidance and support to colleagues regarding performance requirements in line with statutory guidance and business needs.
· To support both internal and external audit processes.
· To have an up-to-date knowledge of all changes in legislation and to lead on the updating of policies to reflect this, ensuring compliance at each stage of delivery.
· To ensure that all practise supports the company vision and works towards achieving the objectives detailed within the SCAS business plan.
· To lead by example and manage, develop and motivate a team of employees who maintain records, monitor and report on data and provide administerial support to the wider governance structure on behalf of SCAS.
· To ensure the learning and development needs of the team are met and where appropriate provide coaching, mentoring and training to ensure the development of staff professional skills.
· To deputise in the absence of the Business Manager.

Other Duties
· The post holder must carry out their duties with full regard to the Company’s Equal Opportunities Policy and all other Company Policies.
· The post holder must comply with the Company’s Health and Safety rules and regulations and with Health and Safety legislation.
· The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Company.
· The post holder must comply with the principles of the Freedom of Information
· Act 2000 in relation to the management of Company records and information.
· The post holder must comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Company records and information, and respect the privacy of personal information held by the Company

This Job Description is not intended to be an exhaustive list of the duties and responsibilities of the post and the post holder may be requested to carry out any other duties that are appropriate to their post and level.
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