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Monitoring and Compliance Officer – Job Description 
Initially for one year, accountable to Managing Partners group, line managed by a Partner Chief Executive, car driver/access to a vehicle/mobile as will be required to work across Glasgow in Partners operational bases on a weekly rota.  Salary £30,000 pa.

Purpose:
This role involves providing an effective and efficient support service to a collective cooperative of Development Trusts in Glasgow delivering an employability contract under the No One Left Behind agenda on behalf of Glasgow City Council.  The role involves all monitoring, contraction compliance and contract/performance management related activities and quality improvement.
As part of quality improvement, you will be involved in developing and participating in a range of quality improvement projects and activities, to enhance support within a culture of continuous improvement.

Duties and responsibilities:
· Effectively and efficiently work with managing partners and colleagues in all delivery and delivery management of the contract as necessary.
· Ensure that quality assurance systems and related processes (e.g. personal planning, customer satisfaction and contracted obligations) are met and measured within a culture of continuous improvement.
· Support the development of all internal quality assurance systems and ensure that stakeholders are engaged and kept informed, working collaboratively with people we support as required.
· Review the efficiency and effectiveness of organisational systems ensuring they are fit for purpose and, where appropriate, make recommendations for review and improvement.
· Act as a central point of contact regarding all quality related matters both internally and externally.
· Ensure performance to comply with contractual requirements to ensure consistency of service and delivery across partners and the city.
· Support the production of claim paperwork, and be the lead for internal and external compliance and audit of activities. 
· Identify ways in which the organisation can improve practice and realign operational systems to maximise involvement and engagement or reduce complexity.
· Take the lead on project work relating to quality improvement, involvement and engagement work as agreed with the managing partners. 
· Communicate promptly and effectively with all stakeholders and develop, co-ordinate and sustain positive working relationships at all times. 
· Analyse and prepare information related to key contracted performance indicators and provide comprehensive professional reports as required to the managing partners and their respective Boards. 
·  Carry out any other duties relevant to the post.


Outcomes and Approach
· Develop, nurture and maintain excellent professional relationships with colleagues, leaders and professionals, recognising individual strengths and work together to ensure an effective and collaborative approach.
· Share your knowledge and expertise with your team and the wider organisation, contributing to an engaged, motivated, and empowered culture.
· Promote good practice which supports the health and wellbeing of all our colleagues.

Continuous Professional Development
· Use your own initiative, be confident in your own abilities, make solution focused decisions, seek guidance and support where necessary and be personally accountable for your work.
· Undertake training as required and seek opportunities for personal and professional development to continually improve your competency in your role whilst also considering skills matrix at a higher level.
· Ensure full compliance with all relevant contractual obligations and other regulations and legislations including health & safety, partners policies and procedures.


Person Specification

· Great attention to detail
· Ability to work with others across organisations and disciplines
· Ability to work to time-pressures
· Enthusiastic in making a difference for individuals
· Ability to write concisely and clearly 
· Self-organising

	No.
	1. Qualifications*
	Requirement
	Measured Via

	1.1
	Professional qualification in a relevant discipline
	Essential
	Application

	1.2
	Prince 2
	Desired
	Application

	1.3
	Project planning software e.g. Microsoft Project or equivalent 
	Desired
	Application

	
	2. Skills, Abilities & Competences
	
	

	2.1
	Ability to analyse and interpret statistical data
	Essential
	Interview

	2.2
	An ability to work on your own initiative with a creative, innovative and imaginative approach to tasks
	Essential
	Interview

	2.3
	Ability to produce high quality, accurate work to strict and tight deadlines
	Essential
	Interview

	2.4
	Excellent verbal and written communication skills
	Essential
	Interview

	2.5
	Ability to prepare and present high quality reports
	Essential
	Interview

	2.6
	Close attention to detail and accuracy
	Essential
	Interview

	2.7
	Excellent planning, organising and time management skills
	Essential
	Interview

	2.8
	Ability to respond flexibly to emerging and changing circumstances 
	Essential
	Interview

	
	3. Experience
	
	

	3.1
	Proven experience of supporting quality processes in similar structure/partnerships
	Desired
	Application
/ Interview

	3.2
	Extensive administrative experience at a senior level or in commercial target-based contracts
	Desired
	Application
/ Interview

	3.3
	Proven project management experience and skills 
	Desired
	Interview

	3.4
	Proven experience of office related computer packages (word processing, presentation software, spreadsheets, e-mail, MS Teams etc.) 
	Desired
	Application

	
	4. Values
	
	

	4.1
	An ability to bring a confident, motivational and energetic approach
	Desired
	Interview

	4.2
	Willingness to support colleagues 
	Desired
	Interview




TO APPLY PLEASE SEND A CURRENT CV AND COVERING LETTER TO:

Mrs D Lafferty
Finance Manager
Community Central Hall

Marked “GECCO Monitoring Officer” via email:

debbielafferty@centralhalls.org

Closing Date for applications:  Friday 27th June 2023 at 5pm
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Glasgow’s Empowering Communities Co-operative




