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Job Title:	Quality Assurance Assistant

Grade:	GR3

Reporting to:	Performance and Quality Assurance Programme Manager, Birmingham Safeguarding Children Partnership


Context
This role is part of the Business Support Unit for the statutory Birmingham Safeguarding Children Partnership (BSCP). The Business Support Unit is hosted by the Birmingham Children’s Trust. 

Birmingham Children’s Trust employs circa. 1,900 staff and has an operating budget of approx.
£200m per annum.

· Local population: 1,100,000.  
· 32.4% of children are living in poverty (against an England average of 20%)
· Infant mortality is significantly higher than the average (in Birmingham it is 6.7 per 1,000 live births compared to the England average of 4.1 per 1,000) 

Our Vision for Birmingham Children’s Trust

‘Working Together to make Birmingham the greatest city to grow up in’

The sole purpose of Birmingham Children’s Trust is to make a positive difference for children, young people and families in the city, by driving up the quality of practice and partnerships across the city and its services. 

‘We give our best, so young people achieve their best’

Our Values:

ONE TEAM
                      ACCOUNTABILITY AND RESPONSIBILITY
                                                            QUALITY AND INNOVATION 
                                             RELATIONSHIPS 
                                      HIGH SUPPORT HIGH CHALLENGE

Birmingham Children’s Trust Leadership team comprises four Executive Directors; Chief Executive, Director of Practice, Director of Commissioning & Corporate Parenting and Director of Finance & Resources who are responsible for leading and managing the Trust to be an autonomous and high performing organisation, ensuring services are aligned to deliver the Trust’s strategic objectives, business plan and for providing expert advice to the Board. 








Scope and Purpose of Role

1.1 To support the Birmingham Safeguarding Children Partnership (BSCP) achieve its priorities set out in the Business Improvement Plan, through the Executive Board and Quality Impact and Outcome Sub-Group.

1.2 To undertake quality assurance, audits or projects to required standards and time-scales.

1.3 To assist the Programme Manager in ensuring that a high quality assurance service is delivered and provide relevant up to date information to the Partnership development of the Learning and Development Strategy, Business Improvement Plan and related polices to meet agreed the partnerships priorities and performance targets. 


General Duties and Responsibilities

2.1 To undertake single and multi-agency audit assignments.

2.2 To assist with advisory work for multi-agency partners.

2.3 To identify from audit work undertaken key areas for improvement.

2.4 To prepare draft audit (or other relevant) reports and other correspondence as required.

2.5 To discuss audit findings and recommendations made/learning with partners and/or sub-group members.

2.6 To attend meetings as required.

2.7 Take minutes of meetings and prepare an accurate record in typed format for authorisation by the Chair and distribute in accordance with procedures.

2.8 Ensure any necessary follow up work arising from actions from meetings is undertaken.

2.9 Prepare papers and reports for the BSCP as and when required.

2.10 To ensure that work completed complies with relevant performance, quality and professional standards.

2.11 To promote high standards of safeguarding work and a process for Continuous Improvement.

2.12 To promote, adhere to and implement the City Council’s Policy on Equality of Opportunity within their Team/Section/Division and within the Directorate generally.

2.13 To undertake other duties appropriate to the post as required by the Business Manager and Programme Managers.



Supervision Received

1.1 Supervising Officer Job Title: Performance and Quality Assurance Programme  Manager, Birmingham  Safeguarding Children Partnership


1.2 Level of Supervision

Left to work within established guidelines subject to scrutiny by supervisor.


Special Conditions

· The post requires travel to different locations across the City and some planned availability out of office hours for meetings or audits 

· This post is not exempt from the Rehabilitation of Offenders Act

· This post does not require a Disclosure and Barring Service (DBS) check to be undertaken. 

Birmingham Children’s Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment


Observance of the Birmingham Children’s Trust Equal Opportunities Policy will be required.
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