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Job Title:  Compliance Officer
Reports To: People Operations Manager


Job Purpose
We are seeking a Compliance Officer to provide assurance on the accuracy and accessibility of our people data for all Colleagues across our organisation. (c2,300). This is a fixed term role, expected to last up to six months. It will focus on auditing records, reconciling documentation against system data, identifying gaps or inconsistencies in data management, and supporting practical remediation so that records are compliant, consistently named and digitally stored in current and archived files.
Key duties
· Audit employment documentation across the colleague population.
· Check that core employment terms are present across our People systems, and accurate and aligned with legal and organisational requirements, including role, start date, pay, hours, location, holiday, notice, probation, benefits and training terms.
· Review document completeness, naming conventions, version control and digital storage arrangements for current and archived colleague files.
· Reconcile contract documentation with People system data held in iTrent, SONA and any supporting trackers or repositories.
· Identify duplicate records, outdated templates and data discrepancies.
· Maintain an audit tracker showing file status, gaps, risk rating, actions required, owners and completion dates.
· Prepare clear compliance reports, progress updates and exception summaries for People Operations and senior management.
· Support follow-up activity with managers, colleagues and People teams where required
Core responsibilities
· Working alongside, and with support from, the People Directorate (Operations, Business Partnering, Recruitment and Learning and Development) build knowledge of relevant people processes and systems.  Specialist support both internally and externally (mainly for iTrent) will be provided where required.
· Carry out a colleague-by-colleague audit of contracts, written employment particulars, offer letters, variation letters and other relevant employment terms documentation.
· Compare the contractual information held in documents with People system data, including employee name, role, location, contractual hours, pay arrangements, employment status, start date and continuous service date.
· Record and categorise inconsistencies of storage, document management or file names and provide suggestions on how these can be remedied and processes improved.
· Assess and advise on compliance and operational risk relating to employment law, audit readiness, data quality and regulatory requirements such as CQC expectations for accurate employment records.
· Maintain an accurate audit log and provide regular reporting on completion rates, outstanding actions, high-risk exceptions, trends and barriers to progress.
· Support the creation or improvement of future controls, checklists and standard operating procedures so that new starter, change of terms and leaver documentation is complete, accurate and easy to retrieve.
· Handle colleague information confidentially and in line with data protection, retention and information security requirements.
· Be proactive in contributing thoughts and ideas for process improvement in all areas and, time permitting, work with the relevant Colleagues to implement these. 
Expected outputs
· A completed audit tracker for all colleague contract records within scope.
· A clear analysis of where document storage, management and processing can be improved 
· A prioritised action plan for reducing compliance risk.
· Regular progress reports for People Operations and senior management.
· Recommendations for improved document naming, storage, ownership, controls and future audit processes.
Key Skills Needed
· Excellent attention to detail, with the ability to spot data and documentation errors.
· Strong organisational skills, including the ability to manage high-volume records, track actions and prioritise risks.
· Good understanding of employment documentation, written terms and HR compliance requirements.
· Confidence working with People systems and data. A knowledge of iTrent is desirable but not essential as training can be provided.   A deep understanding of, and capability in, Excel is essential and experience in data reporting tools. Experience usuing Business Objects would be desirable.  
· Analytical mindset, with the ability to build and run reports, compare data sources, identify patterns and summarise findings clearly.
· Clear written and verbal communication skills, including the ability to request information professionally and explain compliance requirements.
· Discretion and confidentiality when handling sensitive colleague information.
· Able to build effective working relationships at all levels, demonstrating credibility and understanding of needs. 
· Able to propose and influence solutions and to show empathy and understanding to others.
· Solution-focused approach, with the ability to improve processes as well as identify issues.
Hours
This is a full-time role at 37.5 hours per week. Part time hours will be considered.
Location
Hybrid working with one - two days a week in Head Office in Thame
Pay
£36,000 per annum based on experience and expertise (pro-rata for part time hours)
Role duration
Estimated to be 6 months but may be subject to review.
Person specification
	Factor
	Essential
	Desirable

	Skills, Competency & Values
	Communication – verbal and written Accurate communication skills with attention to detail.  Confident and persuasive communicator. Demonstrable questioning and listening skills.  Explain and convey complicated information in a clear manner that is adapted to the audience. 
Relationship Management – Able to build effective working relationships at all levels, demonstrating credibility and understanding of needs. Able to propose and influence solutions. Able to show empathy and understanding to others.  
Planning and Organisation – ability to manage a busy workload, effective time management, reliable, meets deadlines, proven prioritisation and decision-making skills.  Able to take a flexible approach and prioritise high volumes of work with regular interruptions.
Results oriented – A positive ‘can do’ attitude, driven & focused on effective outcomes and solutions. Conscientious and customer focussed.  
Technical/analytical – Excellent attention to detail, with the ability to spot data and documentation errors. Expertise in Excel and Business Objects
Values – Demonstrates company values.  Self-motivated and enthusiastic to learn new skills. Demonstrates an inclusive approach at work and supportive to colleagues. Tenacious and resilient. Discreet and maintains confidentially of information.
	

	
Experience
	Must have experience in data management, record keeping and compliance checking.  Must be able to analyse large quantities of data and to distil that down into manageable sections for administration and reporting purposes
	

	Other Specific Rrequirements
	Good knowledge of business software i.e. Microsoft Office/365 (Excel, Word, PowerPoint, Outlook, Sharepoint, OneDrive) and the ability to use in-house systems including iTrent
Committed to equal opportunities and diversity.
Occasional travel within the UK
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