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TANGENTYERE COUNCIL


POSITION DESCRIPTION


Position Title      Compliance and Accreditation Officer
Division 
Human Resources

Classification      Level 7.1
Job Holder      





 
Prepared By        Shaye Jordan
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Staff reporting to position: 0 















1. Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, Urban Alice Springs and Central Australia.
This position is responsible for the implementation and coordination of the accreditation process in accordance with the QIC Standards Accreditation Program.

The position will emphasise a whole of organisation approach to quality and safety, and to achieving positive and empowering organisational outcomes.

The main focus for this position will be ensuring that through the accreditation process, Tangentyere is providing services which are safe, client-focused, effective, efficient, responsive, accessible and appropriate. 
The QIC Standards Accreditation program involves a comprehensive assessment of organisational safety and quality, while working in partnership to foster continuous quality improvement.
Responsibilities
1. Ensure all documentation for Organisational registration is completed

2. Completion of QIP Self-assessment accreditation process

3. Apply for accreditation for the organisation with a completed self-assessment to QIP
4. Manage organisation assessment process in conjunction with QIP

5. Monitor and maintain compliance with the QIC Standards during the organisations accredited period in accordance with the QIC Standards Accreditation Program framework
6. Other duties as required

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. Ensure all documentation for Organisational registration is completed

· QIP Client Service Agreement is completed and accreditation fee/s paid. 
· Establish a database profile and access to support resources to assist with the completion of the self-assessment.


	· The QIP Client Service Agreement is completed and accreditation fee/s paid. 

· Database profile is established and access to support resources to assist with the completion of the self-assessment is completed in a timely manner


	2. Completion of QIP Self-assessment accreditation process
· Reflect on current processes, including what the organisation currently does to meet the requirements of a particular Standard, and how the organisation can show evidence of its achievement

·  Identify gaps and areas where the organisation does not currently meet the Standard 
· Design and implement an Improvement plan that embeds a continuous quality improvement culture within the organisation


	· Design and implement a compliance matrix that identifies gaps In compliance

· Establish an improvement plan to rectify any compliance gaps

· Work closely with QIP to rectify any gaps with compliance in a timely manner

	3. Apply for accreditation for the organisation with a completed self-assessment to QIP
· Submission of the organisations self-assessment documentation through AccreditationPro 
· Notify QIP of lodgement of self-assessment documentation
	· Self-Assessment documentation lodged on time

· QIP notified of lodgement

	4. Manage organisation assessment process in conjunction with QIP
· Lead and manage all aspects of the ‘site visit’ in line with QIP accreditation standards and processes
· Manage timelines and appointments for site visits across program areas

· Ensure timely organisation and engagement of assessors where required 
· Debrief the CHRO and COO on pre- assessment visit requirements

	· Site  visits run smoothly with all required documents ready prior to visit

· All meetings are arranged with program areas and required staff

· All required staff attend visit meetings

· Communicate to QIP timelines to ensure suitability

· Debrief with CHRO and COO occurs prior to visit

	5. Monitor and maintain compliance with the QIC Standards during the organisations accredited period in accordance with the QIC Standards Accreditation Program framework
· Monitoring of continued compliance is undertaken through an onsite mid-cycle assessment process during the second year of the accreditation period
· Record and monitor non-compliance issues within the non-compliance register
· Investigate issues of non compliance accordingly and collate evidence in accordance with TANG Compliance Management Policy
· Ensure staff are educated on quality improvement with TANG
	· Manage all mid cycle re-assessment requirements in a timely manner

· Register of non- compliance is developed and maintained

· All non compliance is reported to the CHRO in a timely manner

· All non compliance issues are rectified in a timely manner

· Compliance management policy is developed

· Education to staff on the importance of quality improvement and what it means for them

· 

	6. Other duties as required
	


2. Relationships
Internal

	Tangentyere Employment Service
	Tangentyere Family & Youth Services

	Central Australian Youth Link-Up Service
	Tangentyere Design

	Finance Department
	Social Services

	Tangentyere Constructions
	OED


            External
	QIP
	NT Work Safe

	Fire
	Police

	External service providers
	

	
	

	
	


3. Competencies

Tangentyere Core Competencies

· Commitment

· Teamwork

· Communication

· OHS

· Cultural Awareness

4. Qualifications and Selection Criteria
1. Demonstrated experience in leading and managing a quality, safety and risk management program
2. Demonstrated experience in the development, implementation and evaluation of  a quality improvement project using a range of quality improvement methodologies

3. Experience in managing accreditation/review processes such as QIP

4. Well developed communication skills both written and verbal, including sound experience in the preparation of reports, briefs and educational material

5. Proven capacity to work with a diverse range of stakeholder groups to ensure the effective delivery of safety and quality objectives.
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
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