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Job Description 
	Job Title
	Public Health Quality Assurance Officer

	Grade
	Band E

	Reporting To
	
Public Health Team Leader

	JD Ref
	BUS0206G


	 
Purpose
Work as part of the Public Health Operational delivery team, providing dedicated administrative, project, case management and system support as part of the delivery of an effective Public Health Operational service.
As a key member of the Public Health Operational team, make a significant contribution to ensuring that the team: 
· Improves and protects health by supporting effective delivery of a range of Public Health projects and interventions across Wirral communities and settings.
· Promotes health improving and protective behaviours in communities and settings, across a broad range of Public Health priorities, initiatives, and projects.
· Embeds a continuous improvement culture across the service using data and intelligence to measure performance and drive action.
· Is at the forefront of Health Protection and management of communicable diseases; providing advice, support and guidance to communities and settings, and strengthening preparedness and emergency planning.
· Is ready to respond to outbreaks and focused on preserving life and safeguarding the vulnerable
· Works within agreed operating protocols and clear roles and responsibilities, regularly reviewed in the context of changing landscape and national and regional arrangements.
· Works collaboratively with internal and external partners to deliver co-ordinated support to for organisations, communities, and businesses.
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Public Health Support:
· Support the effective delivery of Public Health interventions and projects in line with Public Health priorities and key objectives and work collaboratively with Council departments and partners to maximise the effectiveness of broader Public Health interventions and approaches.

Communication and Engagement: 
· Develop and maintain effective partnerships and relationships with colleagues across the Council and wider partners to help ensure effective delivery of the Public Health delivery work programme.
· Analyse and triage information and queries, working to well defined processes, to ensure the effective day to day operations of the Public Health Operational Service.
· Act as a first point of contact for customers and partners in respect of the operations of the Public Health Operational Service, ensuring that the standard of service delivered meets expectations and required processes.
· Respond to routine correspondence via email relating to all aspects of the Public Health Operational Service and assist in the collation of information for more complex issues as required.
· Ensure appropriate expert advice is sought as necessary to respond to queries relating to Health Protection issues. 
· Respond to routine correspondence via email relating to all Health Protection issues and assist in the collation of information for more complex issues as required.
· Undertake inbound and outbound contact with customers in respect of controlling and managing outbreaks. 
· Arrange meetings as required with internal and external partners; book venues, prepare agendas and take minutes for meetings and carry out ad-hoc administrative work as needed.

Data Analysis and Decision-Making: 
· Ensure systems are in place and protocols followed so that the quality and effectiveness of service delivery can be assured and evidenced routinely.
· Work with colleagues across the wider Public Health team to ensure processes are in place, and relevant data is gathered to undertake audit and evaluation and performance monitoring to understand and evidence quality and impact of Public Health Operational Service activities.
· Ensure that online channels for reporting infectious disease prevention, control and associated outbreak management information are promoted to support the effective operations in relation to Health Protection issues.
· Utilise IT systems and accurately record and update data, to ensure a complete record of Health Protection data, programmes and projects is available. 

Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· NVQ level 3 Diploma in Business Administration or equivalent.
· 5 GCSE’s, including Maths and English, or equivalent to level C and above.
· Desirable - Evidence of ongoing training and development.
Knowledge & Skills
· Excellent literacy and numeracy skills. 
· Excellent interpersonal skills with the ability to deal with difficult or challenging situations whilst achieving a positive outcome. 
· Excellent communication skills with the ability to listen attentively to customer requirements, ask pertinent questions to establish customer needs and deliver clear and concise responses. 
· A comprehensive understanding of the services delivered and ability to relay information to the customer in a format they understand. 
· Knowledge of relevant legislative/ policy requirements relating to the services delivered. 
· Understanding of confidentiality requirements. 
· Ability to analyse information and make an appropriate decision on a course of action. 
· Ability to articulate information and to present clear, accurate and concise documentation.
· Demonstrable and comprehensive IT skills e.g. use of a variety of business related software systems.
· Ability to treat everyone with dignity, respect and fairness and without prejudice at all times.
· Desirable – Knowledge and experience of working in local government. 
· Desirable - Knowledge of local partners and organisations 
· Desirable - Knowledge of challenges and issues for communities in respect of Public Health

Experience
· Data input entry to business support systems. 
· Working within Standard Operating procedures. 
· Achieving required service standards by maintaining agreed personal targets. 
· Working in a customer service environment, providing information and advice to customers in a professional manner. 
· Desirable - Working in local government. 

Additional Information 

· Ability to travel across the Borough and work from various locations. 
· Work hybrid, with a flexible working approach to accommodate service needs.
· On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
Work with VDUs (Video Display Unit) (>5hrs per week)
Approved By: David Bradburn, Director of Public Health
Date Of Approval: 09/11/2023
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