Job Description
Fixed-Term Contract — Maternity Cover (approx. 8 months)

	Post title:
	QA/Governance Administrator (Maternity Cover)

	Contract type:
	Fixed-term – Maternity Cover (approx. 8 months, subject to change)

	Salary:
	28k PA pro rata



We are seeking a highly organised and detail-oriented QA/Governance Administrator to provide maternity cover for this key role, supporting our governance team while the substantive post-holder is on leave. You will be responsible for coordinating meetings and producing accurate minutes, managing schedules, extracting data from Radar to support reporting, preparing reports and assisting with various administrative tasks to support the effective functioning of our governance team.
Establishing quality metrics, benchmarks and performance indicators to monitor and evaluate the effectiveness of quality assurance and governance programs and framework documentation. Stay current on industry trends, regulatory requirements and best practice in healthcare quality assurance and governance. The ideal candidate will have strong organisational skills, excellent communication abilities and a proactive approach to problem solving.
This is a fixed-term appointment to cover maternity leave, expected to last approximately 8 months. A handover period with the substantive post-holder will be arranged before their leave begins, and full training and support will be provided to help you settle into the role quickly.
As a Governance Administrator, you will play a critical role in ensuring the effective operation of governance structures within the organisation. You will be responsible for supporting the development, implementation and recording policies, procedures and processes to ensure compliance with regulatory requirements and best practice.
Working closely with the team and various stakeholders, you will facilitate communication, decision-making and accountability including Internal Inspection scheduled attendance and responses. During your handover, the substantive post-holder will talk you through their current workload, key contacts and any live actions so you can pick things up with confidence.
QA & Governance Support and Management
· Coordinate Internal Inspection meetings, including agenda preparation, meeting logistics and documentation with secretariat duties required.
· Take, produce and distribute accurate minutes for Internal Inspection, QIT and other governance meetings, ensuring actions are clearly logged and tracked to completion.
· Provide administrative support ensuring compliance with legal and regulatory obligations.
· Managing the Governance inbox and correspondence responses where relevant.
· Key contact for any new enhanced systems on our reporting systems.
Compliance Management
· Monitor regulatory developments, such as CQC updates, NICE Guidelines and CAS alerts liaising with appropriate team for actions and documentation.
· Conduct periodic reviews to identify compliance gaps and use a risk scoring method.
· Carry out Radar data extractions to prepare team reviews on incidents, complaints and safeguarding events, ensuring reports are accurate and issued on time.
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Reporting and Documentation
· Maintain comprehensive documentation of governance policies, procedures and compliance activities.
· Prepare and distribute accurate and timely reports on governance activities, decisions and outcomes.
· Prepare and support gathering information for assurance and compliance.
Training and Education
· Extract status on training programs and materials to enhance awareness and understanding of governance principles and responsibilities engaging with teams for compliance.
· Keep up to date with statutory and mandatory training relevant to the role.


To be considered for this exciting role you must have:
· Knowledge of Governance processes is an advantage but not essential.
· Microsoft Office knowledge essential.
· Experience in corporate governance, compliance, or related fields, preferably in a regulated industry.
· Strong knowledge of Governance principles, regulatory requirements and industry standards preferred but not essential.
· Excellent analytical, problem-solving and decision-making skills.
· Exceptional communication and interpersonal abilities, with the capacity to build relationships.
· High level of integrity, discretion and professionalism.
· Ability to work independently and collaboratively in a fast-paced environment, managing multiple priorities effectively.
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