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JOB DESCRIPTION & PERSON SPECIFICATION – BELOW GRADE 8

	SERVICE AREA:

	Adult Social Care
	POSITION NO: 	

	SECTION:

	Compliance Team
	GRADE: 		6


	JOB TITLE:

	Compliance and Monitoring Officer
	DATE PREPARED: June 2023

	EVALUATION DATE:
	9th June 2023
	JE NUMBER: NC4857


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:
The Adult Social Care vision in Hull is "A Life and Not a Service".  This role is a key part of the Compliance Team and takes a lead role in the development, implementation and maintenance of the adult social care quality assurance system to ensure that services meet the Quality Standards and/or National Minimum Regulations.  It is responsible for monitoring the spend, quality and cost of services both commissioned by a provider or an internal service. 

To lead on compliance control measures to ensure that efficient and effective systems are in place record and monitor all compliance requirements specified within adult social care  contracts.

To ensure that costs of services are calculated and agreed with providers which determines charges to clients for the delivery of services. 

To monitor financial activity against indicative and planned budgets ensuring services are delivered through strength-based approaches and are cost effective and provide detailed analysis to the Senior Compliance Officer to monitor services, income and expenditure to support assurance reports to the Head of Service evidencing quality of care provision, cost effectiveness and maximisation of income through charges for service delivery along with improvement/mitigation plans.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults

	2.
	Statutory Obligations - 
Leads on the support providers in fulfilling the obligations of the statutory financial compliance framework for the adult social care sector.

	3.
	To recognise risk indicators of different forms of abuse and neglect to clients and holds providers to account in monitoring the delivery of care plans and maintaining effective safeguarding practices by measuring/monitoring client outcomes.

	4.
	To provide assurance to senior managers that compliance requirements are being met with each provider for all contracts.  Analyse performance data and produce a narrative to articulate the findings and make recommendations, if necessary, particularly if the contract requires improvement. 

	5.
	To be responsible for monitoring spend commissioned business against high-cost contracts/frameworks to make sure that contracted rates/agreements for services are being applied consistently the provider market in the city.  Responsible for approving high cost payments within a specified timescale ensuring all checks and balances are complete and escalates to senior managers when the cost of a care package exceeds the agreed threshold.

	6.
	To use software tools to analyse and collate statistical and management information, extracted from adult social care systems, to produce complex reports for a range of audiences and to enable the effective review of the service and impact for clients.

	7.
	To actively keep updated with national and regional developments and propose innovative ways of working to ensure continuous improvement in compliance across the sector. 

	8.
	To take the lead in proactively identifying risks (including to funding), gaps in the market and trends in supply and demand, working collaboratively with commissioners to find a solution to provide more outcome focused services for clients. 

	9.
	To take the lead in working with providers and to develop co-production opportunities to enhance services to clients.  Develop effective working relationships with providers to ensure that there are channels of communication open to deal with issues in the best interest of clients.

	10.
	To take the lead in liaising with senior managers when complex safeguarding and/or quality issues in services are identified during analysis of performance data to determine the options for resolving the situation and taking corrective action.

	11.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff:

Day to day supervision of the Compliance and Monitoring Assistants



2. Responsibility for Customers/Clients:

To develop and monitoring contracts to ensure the delivery of the best quality and value for money services to clients.
To identify and act on feedback from clients to ensure that services meet individual needs

3.	Responsibility for Budgets:

Responsible for the sign off provider payments across the sector which are in excess of £13 million per annum (the payments are made to seventeen commissioned providers and circa 1,000 vulnerable people receiving a service from adult social care.

4.	Responsibility for Physical Resources:

Contributes to the management of data systems with both internal colleagues and external providers.
 

	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

Commissioning Team                                            Residential Services
Community Support Team                                     Brokerage Team
Day Services
Telecare Team

2.	With Any Other Council Areas

To liaise with the finance team in preparing spend information against budget monitoring and directing payment amounts for charging/invoicing.
ICT

3.	With External Bodies to the Council

To liaise with all providers as business partners monitoring/analysing performance and data across a range of partners.
Compliance and monitoring colleagues in other councils
Carer’s Information and Support Service
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Senior Compliance & Monitoring Officer
(Grade 9)

	
	
	

	Other jobs (peers) that report to immediate line manager
Compliance and Monitoring Assistant (Grade 3)
	
	This Position
Compliance & Monitoring Officer
(Grade 6)

	
	
	

	
	
	Direct Reports
None








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	


	  

	  
	  
	  
	

N/A
	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
		

	  
	  
	  
	  
	

N/A
	



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	  
	  
	  
	
	  
	  
	The post holder will be exposed to client data and have delicate conversations about delivery of care with the providers. 
The post holder may be exposed to case notes for vulnerable adults which may at times cause upset and stress to the post holder. Including Provider information regarding clients care packages.



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	GCSE or above in Maths and English or equivalent
	
	
	AF/CQ

	
	The post holder will be required to work towards an NVQ Level 3 or equivalent in Business and Administration, this should be obtained within two years of being in post.
	
	
	AF/I

	2. 
	Relevant Experience:

	
	Experience of working in an Adult Social Care setting. 
	
	
	AF

	
	Experience of successfully managing activity and performance targets. 	
	
	
	AF

	
	Experience in maintaining an effective team, ensuring the health, safety, and wellbeing of all staff within the team
	
	
	I

	
	Experience of performance management frameworks. 
	
	
	AF

	
	Experience of collating data and evidence from a range of sources.
	
	
	AF

	
	Experience of working with Electronic Call Monitoring systems and reporting tools. Use of general office applications. 
	
	
	AF, I

	
	Experience in a Compliance/Audit setting including the development of audit files. 
	
	
	AF, I

	
	Experience of partnership working with a range of internal and external partners.
	
	
	AF, I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Ability to form and maintain appropriate relationships and personal boundaries with vulnerable adults.
	
	
	AF

	
	Information Technology skills.
	
	
	AF

	
	Influencing skills across all levels 
	
	
	AF, I 

	
	Excellent eye for details and the ability to produce robust and compliant data sets and audit files
	
	
	AF

	
	Achieving compliance through explanation and negotiation, by explaining any deficits and the importance of corrective action and the implications of not acting. 
	
	
	I

	
	Ability to form and maintain appropriate relationships both internally and externally. Where required understand the needs of a service user against their planned service. 
	
	
	AF

	
	Analytical skills to be able to generate and analyse Management Information, identifying what is working effectively, where there are issues and where service improvements can be made. 
	
	
	AF, I

	
	Ability to use ICT databases and use data reports for analysis.
	
	
	I

	
	To be able to digest a large amount of information data analyses, identifying what’s working, exceptions and issues and escalating these clearly and appropriately. 
	
	
	AF, I, R

	
	To be able to manage a detailed list of information, ensuring its accessibility and accurateness. 
	
	
	AF, I, R

	
	Present information to a variety of audiences as and when required. 
	
	
	AF

	
	Work collaboratively with external providers to ensure the needs of the service and customer are met.
	
	
	AF, I

	
	Ability to prioritise and manage a changing workload.
	
	
	I

	
	Ability to identify risks and propose a range of solutions
	
	
	I

	
	Excellent research and analytical skills/thinker
	
	
	I

	4. 
	Knowledge:

	
	Knowledge of an Adult Social Care Setting
	
	
	AF, I

	
	An understanding of the quality measures used to monitor contracts and frameworks
	
	
	AF, I

	
	Knowledge of the obligations as set out in the Care Act.
	
	
	

	
	Knowledge of service provision options that are present in Hull from Home Care Providers, Voluntary Sector, Third Sector Providers and other bodies including private and public organisations. 
	
	
	AF

	
	Knowledge of how a Call Monitoring System works
	
	
	AF

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and vulnerable adults
	
	
	AF, I

	
	Ability to communicate verbally to a high standard and to a diverse range of audiences using a range of presentation methods.
	
	
	AF

	
	Ability to challenge effectively
	
	
	AF, I

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues across both internal and external parties.
	
	
	AF, I

	
	To be able to communicate effectively to escalate and explain identified issues and market gaps. 
To be able to analyse documents and produce meaningful information from these.
	
	
	I

	
	Have negotiation, influencing and facilitation skills
	
	
	AF

	
	Professional ability to negotiate with staff at all levels of service, external agencies and government regulators. 
	
	
	AF, I

	
	Written Skills

	
	To be able to communicate effectively by email, letter and complete forms and documents. 
	
	
	AF

	
	To be able to write concise and informative reports explaining the data and any issues identified and resolutions
	
	
	AF, I

	6.
	Other:
	
	
	

	
	None
	
	
	

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	
7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	
	N/A
	AF, I

	
	Improving services
	
	N/A
	AF, I

	
	Analysis and decision making
	
	N/A
	AF, I

	
	Making things happen
	
	N/A
	AF, I

	
	Communicating with impact 
	
	N/A
	AF, I

	
	Collaboration 
	
	N/A
	AF, I

	
	Developing self and others
	
	N/A
	AF, I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	None
	  
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure (Adult Workforce) from the Disclosure & Barring Service.
	
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)
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