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Role Specification
Section 1 – Job Description


	1.1
	Job Details

	Job Title
	Quality Assurance Assistant / Quality Controller 

	Business Unit/Division
	Healthcare 

	Location
	Various CNWL Sites 

	Responsible to
	Facilities Manager  

	Salary
	 £ 15.83 Hourly paid 



	1.2
	Introduction and overall purpose of the role

	
To carry out internal audits across all CNWL sites (circa 72 sites) and ensure all cleaning services, catering and security services and action plans produced and implemented to rectify where necessary.

To report audit outcomes and action plans to the team and monitor agreed actions. 

To ensure compliance with all OCS and CNWL policies with relevance to auditing.
To ensure that all cleaning tasks are carried out through audits in accordance with the NHS National Standards of Healthcare Cleanliness 2021 and catering tasks are carried out in accordance with the HACCP, giving us the data to make measurable improvements and have total confidence that our business is complying with food safety and health & safety legislations.  

To ensure other audits such as efficacy, estate, clinical and Security & FOH are completed, and standards are maintained as per contractual agreements.

To assist in the collation of monthly report data.

To provide general assistance and support to the Operations Manager and Training and Compliance Manager.



	1.3
	Main Duties & Responsibilities of the Role

	· 
	Conduct Quality Assurance audits on Catering in compliance with National Food Standards Agency guidelines.

Conduct Cleaning audits in accordance with NHS Cleaning Standards and contract requirements 

	· 
	Liaise effectively with OCS Facility Managers and Team Leaders to maintain standards and implement action plans

	· 
	To provide auditing statistics for monthly reports

	· 
	Formulate and coordinate all staff and client surveys when required

	· 
	To continually work with the management team in the implementation and improvement of training, administration, and audit systems in the contract

	· 
	To create action plans for failed audits, and ensure that re-auditing is completed within the agreed timeframe

	· 
	To develop a good knowledge of the units you are visiting to enable efficient auditing practices

	· 
	To ensure site audits are accurate and remap if required 

	· 
	Liaise with Team Leaders and QTS representatives to carry out periodic audits, KPI monitoring and improve current KPI results

	· 
	To comply with all company policies and procedures

	· 
	To comply with uniform policy 

	· 
	To maintain company, patient, client confidentiality

	· 
	To carry out any other reasonable requests from the company

	· 
	Oversee catering training and work closely with the team leader to provide guidance and support, ensuring all training programs are completed efficiently.

	· 
	Support menu development by assisting in planning and refreshing menu cycles every six months to maintain quality and variety

	· 
	Ensure regulatory compliance by updating the site with new mandatory catering documentation and maintaining alignment with auditor requirements.

	· 
	

	· 
	

	· 
	

	1.4
	Scope of the Role

	· 
	Geographic area of responsibility:
	  All Zones 

	· 
	Turnover:
	

	· 
	Total number of employees:
	1

	· 
	Expenditure authorisation level:
	





	1.5
	Health & Safety accountabilities

	· 
	Communicate regularly with colleagues through formal and informal channels on safety matters to ensure that there is a free flow of ideas and that morale remains high.

	· 
	Ensure that the OCS safety image is reflected positively through your actions and those of your colleagues.

	· 
	Ensure that personal H&S competence and skill level is maintained i.e. attended Managing Safety programme and other Company safety events.

	· 
	Take responsibility for ensuring that plant and equipment is maintained and fit for purpose.

	· 
	Ensure that work activities are properly managed and supervised.



	1.6
	Critical Performance Measures (CPMs) / Objectives

	· 
	Complete daily audits

	· 
	Complete 95 % of rooms per audit  

	· 
	Send daily reports to QTS Facility Officers and OCS Managers and team leaders

	· 
	

	· 
	



Role Specification (continued)
Section 2 – Person Specification



	2.1
	Educational Level

	· GSCE – English & Maths
· IT Skills including outlook, word processing
· NVQ level 2




	2.2
	Professional Qualifications required for the job- (particularly for compliance purposes or technical requirements of the role)

	· BICS or Impact trained
· Food Hygiene Level 3 Training
· Enhanced Disclosures and Baring Services certificate (DBS)



	2.3
	Experience –previous experience –desirable/essential for technical competence of the role

	· Experience of working within a healthcare setting
· Demonstrable experience of administration of management systems and spread sheets. 
· Fully conversant with management systems and auditable data





	2.4
	Personal Characteristics/Attributes

	· Good communications skills
· Effective time management
· Flexibility and willingness to accept changes and improvements
· An excellent level of attention to detail
· Ability to follow policies and procedures
· Self-motivator
· Able to exhibit confidentiality, discretion, tact diplomacy and professionalism when dealing with people of different backgrounds.




	2.5
	Core Skills
	Rating (*)
	Assessment Tool

	· 
	Focusing on the Customer 
	5
	AF/I

	· 
	Achieving Results
	5
	AF/I

	· 
	Problem Solving
	4
	AF/I

	· 
	Team Working
	5
	AF/I

	· 
	Communicating & influencing
	4
	AF/I

	· 
	Developing People
	1
	AF/I

	· 
	Specialist Knowledge (Food Hygiene, Impact Training)
	4
	AF/I




(*) Ratings from 1 to 5. Where “1” indicates that the core skill is not relevant to the role and “5” indicates a core skill which is fundamental to the role. “AF” Application form “I” Interview. 

	2.6
	Other Details
	

	Drivers Licence required
	No 
	

	Flexible Working 
	   
	

	
	N/A

	Other
	


Role Specification
Section 3 – Acceptance of role

REVISIONS: 
The Company reserves the right to alter these responsibilities, and you will be advised of any change through the normal method of communications. 

AGREEMENT:

I confirm that I have read and agreed with the responsibilities specified within Section 1: Description of the role.



Signature							Date			

		(Individual Job Holder)

Signature							Date			

		(Line Manager)

Signature							Date			

		Divisional HR / Group HR Director)
 (Divisional / Group HR Director)
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