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OLDHAM COUNCIL
JOB DESCRIPTION
	Job Title: 

	Quality Assurance Coordinator

	Directorate:  
	Children’s Services
	Division/Section: 

	Children’s Social Care
Quality Assurance and Workforce Development Team

	Grade:  

	6
	JE Reference:
	9608


	Job Purpose


	Responsible for high quality information support that will enable the delivery of Oldham Children’s Services’ quality assurance framework including the learning and feedback essential to continually improve standards of Children’s Social Care workforce practice.
This role is an important contribution to our continuous improvement journey and to enabling high quality and effective work and the delivery of Oldham Children’s Services’ vision for the best possible outcomes for children and families. 
This is achieved by:
· Overseeing and coordination of Practice Review schedule and the collation of findings from monthly cycles of practice reviews
· Supporting data collation for and coordination of thematic practice reviews and dip sampling.
· Promoting effective and timely communication across the workforce for Learning and Development opportunities and news, for Learning from Practice Reviews and for other Quality Assurance and practice Improvement Activity.
· Collating data for training sessions attendance and feedback.
· Facilitating a breadth of quality assurance activity, including participation and feedback from children, young people and their families. 
· Support mechanisms for gathering and collating feedback from children, young people, families, practitioners and partner agencies to inform service learning and improvement.
· Collation of feedback for staff and creation of a monthly praise page.
· Supporting the collection, analysis and presentation of multi-agency performance, quality assurance and learning information to inform partnership governance, scrutiny and improvement activity
· Coordinating feedback, learning and evidence from partner agencies to support the identification of strengths, areas for development and shared improvement priorities across the children's partnership
· Supporting the production of reports, dashboards and briefing materials for partnership boards, quality assurance groups and senior leaders
· Supporting the monitoring and evaluation of partnership improvement plans and action plans, ensuring progress and impact are evidenced and reported appropriately
Support the collation, organisation and presentation of evidence to inform inspection readiness, partnership assurance activity, service self-evaluation and improvement planning. This includes supporting the preparation of evidence for internal and external inspections, audits, reviews and regulatory activity. This is a shared role with Children's Social Care and partner agencies across the children's partnership.


	Key Tasks


	To organise arrangements (tools, allocation and timescales) for regular quality assurance activity such as practice reviews, thematic reviews and dip sampling including working with performance analysts to ensure parameters will give intended outcomes and negotiating with, and supporting, practitioners and managers.
To organise the collation of quality assurance information, according to timescales and deadlines, to support its analysis by all Managers and the Quality Assurance and Workforce Development Team. This will include devising, developing and producing reports and spreadsheets based on data received. Also, to organise and present data in meaningful ways to support governance and inspectorate review and to contribute to this analysis. 
In addition, support the collection, collation and analysis of multi-agency quality assurance and performance information to inform partnership priorities, governance arrangements and improvement activity.
Maintain oversight of QA reporting cycles, ensuring that findings, themes, actions and impact evidence are collated accurately and within agreed timescales.
To coordinate the collation of findings from all thematic practice reviews and dip sampling, supporting learning across all service areas. To contribute to identifying findings through spotting themes and patterns.
To organise monitoring of our learning actions from quality assurance activity, for example from user feedback, practice reviews, compliments and complaints. To include developing mechanisms for identifying the impact of such activity and our learning. Working with senior managers to identify and implement processes to support learning and both achieve and measure impact.
Maintain quality assurance action logs and support managers to evidence progress, completion and impact of agreed learning actions.
To support and enable the communication of key messages across the service to facilitate the improvement journey.
Maintain and develop digital communication channels, including SharePoint, to ensure learning, resources and key messages are accessible to the workforce.
To support Mosaic electronic recording system usage by the workforce and the Performance Team in addressing issues of recording or reporting that impact on the quality of the service and on the accuracy of data. This may include giving support to managers and social care practitioners to understand the recording system and use it well. This may include written or verbal guidance.
To give practical support to establishing and maintaining user feedback mechanisms including user surveys and other participatory processes and practice reviews.
To give administrative support to workforce development. This will include collating data records in relation to staff qualifications, progression and learning needs. It will also include administrative support to planning of training, learning activity creating spreadsheets of attendance at training and collecting and analysing staff feedback to support the annual learning and development analysis. 
Provide high quality coordination and analytical support to the Quality Assurance and Workforce Development Team, ensuring activity is planned, recorded, monitored and reported effectively.
Build effective, positive relationships both internally and externally across the service to promote a learning culture. 
Contribute to the induction of new staff by sharing your work and underpinning the importance of a learning culture.
Work in partnership with multi-agency partners to support training and learning activity being joined up with other disciplines, including practice reviews and quality assurance processes. This may also include partnership working across the Greater Manchester network and Northwest region, including Higher Education Institutions (HEI) and colleagues.
Work in consultation with partners such as Frontline, Research in Practice, Social Work England and the Centre for Systemic Social Work. This may include data collation, evidencing quality of practice and the impact of interventions, or organisation or joint events.
Prepare and contribute to reports, presentations, briefings and dashboards for senior leaders, quality assurance groups, partnership boards and governance forums, ensuring information is accurate, timely and supports informed decision-making.



	Standard Duties:


	
	1. To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	
	2. To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies. 
3. Ensure that all quality assurance information is managed securely, confidentially and in line with data protection requirements.


	
	4. To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	
	5. To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	
	6. Undertake any additional duties commensurate with the level of the post.



	Contacts:
External – Oldham’s Safeguarding Children Partnership and other Partner Organisations such as in Education, Health and Police. DfE, HEI providers, CCGs,
Internal – Quality Assurance and Workforce Development Team, Assistant Director for Safeguarding, Performance Team, Team Managers, Heads of Service, Director of Children’s Social Care



	Relationship To Other Posts In The Department:


	Responsible to:  

	Principal Social Worker

	Responsible for:
	N/A


	Special Conditions:
Enhanced DBS



	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	We have five Behaviours which outline the priority areas of focus for staff at all levels:
· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 
More information about our Corporate Plan and our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.



	
	DATE
	NAME
	POST TITLE

	Prepared
	12th Jan 2022 
	Lindsay Tanner
	Principal Social Worker

	Reviewed
	4th August 2026
	Martine Lewis
	Principal Social Worker

	Reviewed
	
	
	


OLDHAM COUNCIL

PERSON SPECIFICATION
Job Title:  Quality Assurance Coordinator
	
	Selection criteria 
(Essential)
	Selection criteria 
(Desirable)

	How Assessed

	Education & Qualifications

	Appropriate degree, professional qualifications, or equivalent experience.
Evidence of continued professional and personal development
	
	Application Form / Interview


	Experience

	Experience of supporting the delivery of effective performance management and continuous improvement.
Experience of using performance or management information systems.
Experience of supporting inspection, audit or governance processes.
Experience of supporting key business planning and performance improvement activity, through collating information according to themes, highlighting patterns and hypothesising on analysis of information.
Experience of creating and working with spreadsheets and databases, and using these to present data to others, including graphs and other visual and excellent written reports.
Experience of simultaneously working on a range of projects with competing deadlines.
Experience of working with people in a variety of roles, building consistently positive relationships and able to contribute constructive support, questioning and challenge in line with the service goals.
Demonstrable track record of working with a positive problem-solving attitude and willingness to embrace new work areas, skills and techniques.
	
	Application Form / Interview


	Skills & Abilities

	Ability to establish positive working relationships with a range of people at different levels within the council and with partners.
Ability to analyse qualitative information.
Ability to identify themes from audits, reviews, complaints, compliments and feedback.
Understanding of children’s social care quality assurance frameworks. 
Confidence in using Microsoft 365 tools, especially SharePoint, Teams, Forms, Excel and PowerPoint. 
Ability to handle sensitive information professionally and confidentially. 
Effective presentation, communication and interpersonal skills and ability to apply these effectively to a variety of audiences.
Accuracy and good attention to detail.
Ability to work effectively both as part of a team and independently, using initiative.
Able to prioritise workload according to demanding timescales.
Ability to act as an ambassador for the team and borough in line with Oldham’s values and behaviours.
	 
	Application Form / Interview


	Knowledge

	Good understanding of the fundamental importance of data quality and data protection, and the implications for the service if these are poor. 
An understanding and knowledge of the workings of local and central government including its legal, financial, social and political context.
Knowledge of project management techniques and their application in a business context.
Knowledge of areas of focus for Children’s Social Care, including the requirements of statutory and inspectorates, the priorities for recording and expectations in evidence of high-quality practice.

	Knowledge of Oldham Council, its functions, structures and governance.
Knowledge of relevant government and inspectorate strategies (e.g. Ofsted) and initiatives relating to performance management and inspection frameworks.

	Application Form / Interview

	Work Circumstances

	Able to work flexibly to meet the demands of the service (including evenings and weekends as necessary).
	
	Application Form / Interview



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).
Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.
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