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Job Description

	Post title:
	HR Compliance Officer

	Reports to:
	People Change and Projects Lead

	Based:
	Home-based with travel as required 

	Function:
	Corporate: Human Resources 

	Salary:
	£28,000 per annum

	Hours:
	Full time, 37.5 hours per week

	Contract:
	Six months with possibility to extend 



Job summary:
As a key member of the HR function, the post-holder will oversee compliance across the full employee lifecycle.  
The role is responsible for maintaining accurate, audit-ready HR records and ensuring all processes meet internal governance standards and external regulatory requirements, including CQC.

This is a highly detail-oriented and data-driven role, requiring strong analytical capability, excellent systems proficiency, and the ability to manage large volumes of information with precision.

The post-holder will act as a subject matter support on HR compliance, providing timely and accurate data, supporting audits, and ensuring risks are identified and addressed proactively.



















Nature and Scope:

· Act as a champion for HR compliance, ensuring all employee records, HR systems, and processes are maintained in line with organisational policies and regulatory standards across the full employee lifecycle.
· Maintain accurate, complete, and audit-ready personnel records, ensuring all documentation is compliant and up to date at all times.
· Lead on DBS checks, right to work verification, and professional registration monitoring, ensuring timely renewals and full compliance.
· Conduct regular personnel file and system audits (iTrent and other platforms), proactively identifying discrepancies, gaps, or risks and resolving them efficiently.
· Undertake data cleansing and validation activities, ensuring high levels of data integrity across HR systems and shared platforms.
· Own and maintain CQC HR compliance trackers, working closely with Governance and operational teams to ensure audit readiness.
· Provide accurate and timely data, reports, and insights to support internal audits, external inspections, and governance reporting.
· Represent HR in compliance, audit, and quality assurance meetings, including CQC preparation activity.
· Support managers with compliance-related queries, providing clear, accurate, and practical guidance.
· Identify and escalate compliance risks promptly, ensuring appropriate resolution and mitigation.
· Support organisational change activity (including TUPE), ensuring all compliance and documentation requirements are met.
· Contribute to continuous improvement of HR systems, processes, and compliance frameworks 
· Work collaboratively with the wider People team on projects or ad-hoc matters. 



General:
· Present a positive, customer focused image of the organisation and the HR department and their activities both within and outside the company.  
· Undergo any training and development relevant to the satisfactory performance of the job as required.    
· Carry out duties at all times in accordance with Group policies and procedures.


Person specification

Knowledge

· Excellent attention to detail with the ability to maintain high levels of accuracy across large data sets 
· Strong analytical and data-handling skills, with the ability to interpret and validate HR data
· Advanced proficiency in Microsoft Excel and confidence working across HR systems (e.g. iTrent)
· Strong organisational skills with the ability to manage multiple priorities and deadlines
· Clear and professional communication skills, both written and verbal
· A robust understanding of compliance integrity and its critical role in maintaining safe, ethical and regulatory standards in the healthcare sector 


Behaviours

· Highly detail oriented, data driven, with a methodical approach to work 
· Proactive and accountable, taking ownership of tasks through to completion
· Confident working independently while also collaborating effectively within a team
· Professional, discreet, and trustworthy when handling sensitive information
· Ability to challenge and escalate issues appropriately where compliance risks are identified
· Resilient and comfortable working in a fast paced and compliance-led environment


Experience

Essential:
· Experience working in an administrative or HR environment with a strong focus on accuracy and data
· Experience managing high volumes of data or documentation with strict deadlines
· Experience using HR systems and Microsoft Excel in a professional setting


Desirable:
· Experience in HR compliance, audit, or governance-related roles
· Experience supporting regulatory requirements (e.g. CQC or similar frameworks)
· Previous experience in primary care or health care 

Qualifications
· GCSE (or equivalent qualification) in Maths and English, grade C or above

Success in this role

Success in this role will be measured by:

· High levels of data accuracy and audit readiness
· Timely completion of compliance checks and audits
· Minimal compliance gaps or risks identified
· Positive feedback from internal and external audit processes
· Effective use and maintenance of HR systems and trackers



Infection control
All staff are responsible for protecting themselves and others against infection risks.  All staff regardless of whether clinical or not are expected to comply with current infection control policies and procedures and to report any problems regarding this to their line manager.

Operose Health is an equal opportunities employer that is committed to diversity and values the ways in which we are different. All qualified applicants will receive consideration for employment without regard to race, colour, religion, sex, sexual orientation, gender identity, disability or other characteristic protected by applicable law. This job description is a guide to the work that you will initially be required to undertake.  It may be changed from time to time, in consultation with you, to meet changing circumstances.  It does not form part of your contract of employment.
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