PAY & GRADING - JOB SPECIFICATION TEMPLATE

This Job Specification sheet covers specific areas of activities that are not included in the Generic Role Profile.  It will include responsibilities, knowledge, skills, delivery and working arrangements relevant to this role.  Please ensure that this is read and in conjunction with the given family role for the post.
Profile Owner: Michelle Painter
POLICE STAFF
	ROLE SPECIFIC INFORMATION

	Job Title:
	Forensic Services Quality Manager


	Generic Role Profile:
	Business Support
 

	Salary Band:
	Grade 8


	Operational / Non Operational Role
	Non- operational

	Vetting Level:
	RV/CTC

	Reporting to:
	Head of Quality & Compliance

	Specific Role Purpose:
	The purpose of the role is to lead the management and delivery of quality and compliance across a number of Forensic Science Activities (FSAs) and operational capabilities. Under the direction of the Head of Quality and Compliance, the postholder will ensure the delivery and management of an effective Quality Management System (QMS), working closely with West Midlands Police (WMP) technical managers, the Office of the Forensic Science Regulator (FSR) and the United Kingdom Accreditation Service (UKAS).  The postholder will provide line management to quality resource within the Service Improvement Team.

The role will ensure that the forensic policies and procedures comply with ISO17025, ISO17020 and the FSR Code to achieve and ensure compliance and ongoing UKAS accreditation.


	Key Responsibilities:


	· Establish, manage and maintain the Quality Management System (QMS), including the initiation and closing of all non-conformances and associated improvement actions, where appropriate authorisation is given.
· Lead, manage and conduct agreed audits to identify any non-conformances and implement corrective action following appropriate analysis.
· Lead and manage UKAS inspection requirements and schedules, to progress and achieve accreditation for relevant FSAs.
· Establish and update the Forensics Quality Manual (FQM) and Standard Operating Procedures (SOPs) and policies for all sites that undertake Forensic Science Activities (FSAs).
· Be accountable for achieving compliance and the UKAS inspection regime.
· To provide line management to Quality Coordinators and Case Management Officer and oversight of resource responsibilities for quality activities outside of the department.
·   To address and action all customer feedback in relation to forensic nab services.
· To lead technical audits, carry out dip sample audits and identify all non-conformances and implement a corrective action system following Root Cause Analysis
· To attend relevant force meetings e.g. forensics, quality and compliance.
· To ensure the FQMS and supporting systems are compliant with the FSR Code.
· To work with all West Midlands Police business areas that undertake FSAs to ensure that they are compliant with the requirements of the FSR Code.
· To support the Senior Accountable Individual and Service Director to ensure ISO17025 and ISO17020 compliance across all relevant sites. 
· To provide guidance and awareness training on quality management systems and processes to staff, whilst ensuring compliance with statutory requirements in relation to information management.
· Maintain continuous professional development in role, identifying developments in the field of quality assurance and identifying methods to ensure continuous improvement in FSAs.
· To adopt a continuous improvement approach towards policies and operating procedures that supports compliance and/or accreditation of all FSAs.
·   To ensure compliance with statutory requirements in relation to information management including the Data Protection Act 1998, the Freedom of Information Act 2000 and the Code of Practice on Management of Police Information 2005, as appropriate
·   To promote and comply with WMP's policies on equal opportunities and health and safety both in the delivery of services and the treatment of others.
· To undertake other duties commensurate with the nature, level of responsibility and grading of this post, as required.









	SPECIFIC COMPETENCIES REQUIRED FOR EFFECTIVE PERFORMANCE

	Knowledge & Experience 
This section should detail the requirement of previous experiences and knowledge gained from academic qualifications if appropriate. e.g. significant experience of administrative duties, degree level educated.

	Essential:


	· [bookmark: _Hlk102655602]Educated to degree level or commensurate operational experience in the field of quality and compliance.
· Working in a quality and compliance environment.
· Writing and reviewing policy and procedural guidance.
· Working with stakeholders and external partners.
· Working on own initiative.
· Quality Management Systems and associated requirements and processes.
· Scheduling and carrying out audits.
· Root cause analysis.
· Identifying and delivering improvement activity / actions.
· Knowledge of: 
· Forensic Science Regulator Code.
· ISO17025 and ISO17020 standards.
·  Quality Management Systems and associated requirements and processes.
· Scheduling and carrying out audits.
· Information management and security.
· Root cause analysis.
· Delivering improvement activity / actions.


	Desirable:


	· An expert in a forensic science discipline.
· Implementing or maintaining ISO17025 and/or ISO17020.
· Qualification in quality management procedures
· Preparing and conducting training sessions
· Willing to respond to an emergency outside normal working hours.


	Skills 
This section should detail the competency requirement which could be developed through non formal training. e.g. effective time management, influencing and negotiating, effective communication including written and verbal. 
Refer to skills database for core operational skills   

	Essential:


	· Basic awareness of forensic science
· Strong written and verbal communication skills, with the ability to interact professionally with diverse stakeholders.
· Ability to analyse information and provide an assessment
· Problem solving and decision making
· Ability to adapt to changing priorities and work effectively under pressure.
· Demonstrated ability to work collaboratively in a team environment and maintain a high level of professionalism and confidentiality.
· IT literate with effective keyboard skills and the ability to learn and utilise new packages
· Working as part of a team


	Desirable:


	· Proficiency in conducting compliance audits, risk assessments, and data protection impact assessments.
· Certification or training in biometrics, data protection, or privacy regulations is a plus.




	Hours of Work and Flexibility:
	Monday – Friday operating normal office hours, understanding that at times, with operational staff working 24/7 365 days a year, there may be a requirement to work outside of normal hours.

	Agile Work Style: (if applicable)
	Agile



	Restriction Level:
	None specified
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