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Role Profile


Compliance Specialist




Role Purpose 
This role ensues regulatory compliance and supporting governance across the organisation. The role provides accurate, timely information to the Regulatory Compliance Manager to maintain processes aligned with registration statutory requirements and best practice, contributing to safe, high-quality services for the people we support. This position plays a vital role in service development through registration activities, governance reporting, and continuous quality improvement. 

Tasks and Responsibilities (representative, not exhaustive)
· Maintain organised and up to date compliance documentation, records and evidence files in line with regulatory standards
· Support the organisation in meeting its regulatory requirements by assisting with the process of registration applications and changes for regulated services in England and Scotland, ensuring compliance with statutory obligations.
· Provide guidance and administrative support to regional and operational teams on registration processes.
· Manage communications with colleagues and regulators during registration activity, ensuring clarity and professionalism.
· Coordinate and initiate regulatory fee payments by notifying the appropriate colleagues when fees are due and ensuring payments are processed in line with organisational policies.
· Maintain accurate records of all registration activities and associated documentation.
· Maintain ongoing oversight of all registration activity and related changes to provide an accurate and up-to-date picture of the organisation’s services.
· Ensures all key regulatory enquiries are addressed and actioned in a timely manner.
· Monitor fire risk assessment open actions and progress, ensuring timely updates and escalation where required.
· Support internal governance reporting by gathering and validating compliance data for dashboards and performance monitoring.
· Manage compliance calendars, ensuring key deadlines are tracked and met
· Assist colleagues with data gathering and evidence collation to meet compliance and registration requirements.
· Ensure all compliance-related documentation is stored securely and meets GDPR requirements.
· Contribute to organisational development through provision of information for registration, inspection, tender, and bidding activity.
· Act as intranet content administrator for the Quality Team page.
· Monitor compliance inboxes, logs and systems ensuring requests or actions are directed to the appropriate team members
· Contributes to the insight and oversight by monitoring and escalating risk within services and lessons learned
· Collate data from services to provide routine compliance reports and dashboards
· Keep up to date with changes to regulatory changes and distribute updates to operational teams.
         
Scope and Geography	This is a national role operating in Scotland and England
Travel Expectation 	There may be some requirement to travel infrequently, nationally. 
Collaboration 	It is expected that the post holder will work proactively and collaboratively with Operational leaders across the charity, supporting business partners, managers, and specialists and in particular will liaise with the Quality Central Assurance team, and Quality Operations team.
Budgets	This role will not have any direct budgetary accountability. 
		 
	 

	Structure





Qualifications, Experience, and Knowledge (e essential; d desirable)
· Level 4 qualification (e.g. BTEC Professional Award, HNC, or equivalent)
· Level 4 standard of the Regulated Qualification Framework (or equivalent)
· Established experience working within health and social care
· Experience working within a regulated framework
· Experience of data analysis and reporting
· Experience managing electronic records
· Extensive understanding of regulatory frameworks and standards, including the Health and Social Care Act 2008 (England) and the Health and Social Care Standards (Scotland), which underpin registration, reporting, and compliance requirements for regulated services. 
· Awareness of best practice guidance for social care compliance in England and Scotland
· Knowledge of GDPR and data protection requirements

Competencies, Skills, and Abilities (e essential; d desirable)
· Advanced skills in the use of IT and information management systems.
· Ability to develop and maintain effective record storage systems.
· Organised and systematic approach to work tasks.
· Ability to translate complex data into meaningful information for colleagues.
· Excellent communication and interpersonal skills.
Personal Attributes (e essential; d desirable)
· Attention to detail
· Integrity and professionalism
· Proactive and Systematic approach
· Collaborative mindset
· Resilient and Adaptable
· Committed to continuous improvement

Behaviours and Values
At Community Integrated Care “how” you approach your work is just as important as “what” you do. With that in mind, we have outlined the key behaviours that we look for at each level in our charity. This role aligns with level 4 in our guide to behaviour. 

Job Evaluation
Internal Evaluation Level: 4  




  							


Chief Quality and Risk Officer


Head of Quality and Continuous Improvement


Regulatory Manager


Compliance Specialist


Senior Quality Manager (Central Assurance)


Senior Quality Manager (Central Assurance)


Senior Quality Manager (Central Assurance)


Compliance and Assurance Manager
image1.jpeg
Integrated




