LONDON AMBULANCE SERVICE NHS TRUST

JOB DESCRIPTION

Job Title:


Audit & Compliance Manager
Grade:



AfC Band 7 (interim banding)

Location:


Loman Street, SE1
Reporting to
:

Assistant Director, Corporate Services
Line Managing:

Data Administrator

Job Purpose:

· Manage and provide support for the audit programme and trust wide non clinical audits to ensure compliance with external and internal requirements and recommendations. 

· Support the Infection Control lead in the review, monitoring and audit of compliance with the CQC registration requirements for HCAI. 

· Work with the Governance & Compliance Manager to support the compliance framework and ensure this is kept up to date and recognised across the Trust as a key assurance document. 

· Ensure the Governance & Compliance unit is the single point of contact for all internal and quality assurance audits as directed by the Assistant Director, Corporate Services and the Director of Corporate Services. 

· Lead on the internal audit and review process, including responsibility for monitoring the implementation of recommendations from the internal and external auditors and implementing the escalation process as and when appropriate. 

· Provide accurate and timely reports on audit performance across the Trust, including progress reports to the Audit Committee on the internal audit programme including monitoring of significant internal audit recommendations. 

· Identify risks arising from audit activity and work with local managers to ensure these are appropriately assessed and added to local risk registers and to the corporate risk register as and when appropriate. 

· Develop and review compliance with the internal control and value for money components of the annual ALE requirements from the Audit Commission and ensuring these processes are reported using Performance Accelerator by all appropriate senior managers. 

.

Main Duties and Responsibilities – 
· Manage the internal control audit processes of the Trust including relationship with the trust’s Internal Auditors. 

· Using sound analytical and research skills to achieve the timely production of audit reports which identify recommendations for action. 

· Provide support and advice to staff across the organisation in the implementation and review of audit recommendations. 

· Manage and deliver audits that inform the trust’s executive team of strengths and weaknesses in the areas reviewed. 

· Develop, implement and review an audit programme and processes that will ensure compliance with all regulatory requirements as defined by the Assistant Director, Corporate Services and/ or Director of Corporate Services as appropriate. 

· Development of measurable audit protocols and subsequent reporting formats using Performance Accelerator. 

· Ensuring individual audits are effectively managed. 

· Working closely with area operational managers, lead the processes for assessing compliance against audit protocols through station, EOC and departmental visits and including other audit staff work. 

· Develop good working relationships with operational leads and provide advice and support to them on compliance and audit issues. 

· Attend area clinical governance committees and business meetings as and when required/appropriate. 

· Attend and chair where appropriate interdepartmental meetings 

· Promote the role and function of the Governance & Compliance unit across the Trust (presentations, road shows, newsletters etc). 

· Ensure that follow-up audits take place to complete the audit cycles and demonstrate measurable changes/improvement in practice and procedure. 

· Manage the data administrator. 

· Ensure that quality assurance audits take place to monitor the use of Performance Accelerator, complete the audit cycles and demonstrate measurable changes/improvement in practice by system users. 

· Develop and maintain effective and professional communication and working relationships with all levels of personnel within the Trust. 

· Manage the work schedule efficiently, i.e. prioritisation of complex activities to the needs of the LAS and demonstrating flexibility when unforeseen circumstances arise 

· In the absence of the Committee Secretary, provide support to the Audit Committee, including preparation and distribution of the agenda, forward planner and papers, and taking the minutes and managing the actions schedule. 

· Attend the Audit Committee and the Clinical Governance Committee, participating fully and providing accurate and timely assurance reports. 

· Attend area clinical governance committees and business meetings as and when required/appropriate. 

· Work closely with the Governance & Compliance Manager to ensure robust governance and compliance arrangements are in place and being managed.

· Carry out other relevant duties when required 

KEY RELATIONSHIPS 
Assistant Director, Corporate Services, Governance & Compliance Team, Director of Corporate Services, Senior Management Group, Infection Control Lead, Head of Patient Experience, senior managers and staff at all levels within the operational, support and corporate functions. 

Internal and external auditors; CQC assessment teams 

KEY RESULT AREAS AND PERFORMANCE MEASURES 
· Undertake an annual Personal Development Review/Plan to assist in your job duties and career 

· Regular supervision with clearly defined objectives 

· Effective delivery of the Internal Audit programme agreed by the Audit Committee including implementation by senior managers of any significant recommendations made by the trust’s Internal Auditors. 

· Production of reports on the implementation of actions to deliver the Service Improvement Programme for the Strategic Steering Group 

· Production of timely, meaningful accurate and high quality reports. 

· Delivery of realistic action plans that when implemented will improve compliance with standards, protocols or other trust requirements. 

LONDON AMBULANCE SERVICE NHS TRUST
PERSON SPECIFICATION 
POST: Audit and Compliance Manager

	BAND: REQUIREMENTS 
	E/D* 
	KSF 

	QUALIFICATIONS/SPECIAL TRAINING: 

	Degree /Professional Qualification  A
	E 
	E 

	Postgraduate qualification/Masters or equivalent in-depth training and/or significant experience in audit and compliance A,I
	E 
	E 

	Significant relevant NHS experience for audit and/or compliance reporting with NHS governance requirements A,I
	E 
	E 

	KNOWLEDGE/SKILLS: 

	Experience of managing Trust Risk Register A,I
	E 
	E 

	Demonstrable previous success in supporting and delivering the risk and clinical governance agenda A,I
	E 
	E 

	Proven ability to analyse complex problems and to develop and successfully implement practical and workable solutions to address them; A,I,T
	E 
	E 

	Ability to think and plan strategically, tactically and creatively, and to prioritise work programs in the face of competing demands; A,I,T
	E 
	E 

	A strong sense of personal and team accountability coupled to a clear understanding of the boundaries around delegated authority; A,I,
	E 
	E 

	Ability to communicate highly complex information that may be difficult to understand or in an antagonistic atmosphere, to internal and external stakeholders, and make presentations to internal and external groups on a regular basis A,I
	E 
	E 

	Ability to collaborate constructively with internal and external partners to create the conditions for successful partnership working; A,I,T
	E 
	E 

	Ability to take accurate and informed minutes of committees at a senior level A,I
	D 
	E 

	EXPERIENCE: 

	Well developed leadership and influencing skills with the ability to enthuse, motivate and involve individuals and teams, and have them understand the Trust’s and your performance expectations; A,I,T
	E 
	E 

	Ability to be intellectually flexible and to look beyond existing structures, ways of working, boundaries and organisations to produce more effective and innovative service delivery and partnerships; A,I,T
	E 
	E 

	Sound political judgement and astuteness in understanding and working with complex policy and the ability to interpret and relay this to a ranger of audiences A,I
	E 
	E 


