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Role Description



Job Title:	Quality and Risk Auditor
Department:	Quality and Risk 
Responsible to:	Quality and Risk Manager 
Purpose Statement:	The purpose of the role is to maintain the audit and assurance    programme within the organisation, ensuring that the organisations practices comply to both internal and external standards, policies, service contracts, regulations and legislation.

Mission:	Mauri Ora ki te Mana Maori
	Realising Whānau Potential
Values:	Kotahitanga:  We are kaupapa driven and work with each other and others to enhance Whānau potential.
Whanaungatanga:  We are customer/whānau driven and actively foster and form positive relationships, partnerships, alliances, and connections.
Kaitiakitanga:  We exhibit custodianship and are stewards of our resources to advance the kaupapa.
Whakamana:  We are outcome focused and recognise, respect, and uphold mana.

Relationships:	External – Auditing Bodies, Funders, Government agencies.
Internal – Chief Executive Officer, Executive Management Team, All staff, Assurance and Risk Committee.
Runanga/Committees – Whanau Runanga as required

CW Role: 	Not a Children’s worker


KEY ACCOUNTABILITIES
Kaupapa Te Taiwhenua o Heretaunga
· Contribute to the delivery of effective and integrated services as part of a team and individually
· Work with manager and colleagues in a respectful and professional manner always maintaining focus on the kaupapa, and doing what it takes to advance the kaupapa
· Have an awareness of the wider support network that TToH offers whānau
· Understand and promote all aspects of the TToH Kaupapa
· Adhere to and apply TToH values in all aspects of TToH’s work
· Participate in TToH kaupapa activities, including karakia, waiata and marae noho
· Take opportunities for cultural development to advance understanding, competence, and contribution to the kaupapa
· Participate in TToH systems including the Management Operating System (MOS) and/or Tu Kahikatoa performance system, to maintain focus and achievement of performance deliverables
· Adhere to organisational and professional quality standards and work within team to promote continuous improvement of policies, procedures, and practices
· Participate in regular peer supervision and/or professional supervision
· Work in a reflective manner and take opportunities for self-development

Health and Safety
· Work safely and keep others safe at work, maintaining familiarity with health and safety policy and procedures.
· Promote and participate in health and safety, maintaining a safe workplace, and ensuring that any safety equipment is always used correctly.


Quality Assurance 
· Lead and coordinate the organisations internal and external audit schedule and activity involving managers and staff responsible for services being audited.
· Undertake audit and assurance reviews over services as part of the internal audit programme.
· Identify and communicate compliance standards, regulations and legislation applying to TToH.
· Lead and ensure organisational compliance with legislation, regulations, sector standards and other laws.
· Ensure all relevant health & disability, social service and quality related legislation, standards, and regulations; contractual requirements, systems, policies, and processes are consistently applied.
· Identify issues in source data quality, sourcing, or documentation by reviewing existing data, processes, and systems.
· Read, analyse, and interpret existing service documents and data for completeness and accuracy.
· Work with services to ensure instances of non-compliance are managed pro-actively to minimise risk to TToH.
· Identify and advise on new approaches to improve internal controls and compliance management.
· Create recommendations for training, new policies, and other methods to resolve quality concerns identified through the internal audit process.
· Remain informed of audit standards and other applicable legislative, regulation developments and keep managers informed of these.
· Report to Quality and Risk Manager, EMT (Executive Management Team), QRMSG (Quality Risk Management Steering Group) and other project teams on quality assurance audit outcomes.
· Carry out other assurance-related tasks assigned.
Quality Management 
· Assist in the development and review of policies, processes, and procedures as required and ensure changes are updated in the central platform.
· Assist with the coordination, development and updating of quality management plans and quality assurance activities with services.
· Provide advice and support to services on the development of risk profiles and business continuity planning.
· Assist with the coordination of client feedback system and processes.


Sharing Expertise
· Provide input into various projects, initiatives, and other reviews.
· Engage and support staff and managers to understand the importance of, and participate in continuous improvement, managing risks and performing quality assurance activities
· Assist with in-house training and development with quality assurance and risk.

Whānau Ora Practice
· Develop understanding of the communities that TToH works with.
· Be responsive to internal customer needs.
· Apply Te Ao Māori world view, tikanga and TToH values, to establishing trust, building rapport, and working with colleagues.
· Build and maintain knowledge and understanding of TToH values.
· Work collaboratively with other TToH staff to enable the provision of flexible and integrated care and support for whanau.
· Build long-term relationships that support achievement of TToH goals.

Team
· Collaborate, contribute, and share knowledge, skills, and abilities to achieve organisation goals within working groups
· Initiate and nurture effective working relationships with team members, experts, and networks
· Manage workload in accordance with all relevant standards and contract requirements, meeting assigned milestones and targets
· Carry out assigned duties as directed by Manager, remaining flexible and able to carry out different tasks or work in different teams as required
· Prioritise attendance at Team meetings to ensure consistent messaging and understanding, and delivery of support to colleagues/projects
· Provide support and training to others as part of in-service training in areas of expertise

Quality and Development
· Ensure continuous quality improvement within TToH 


Sector Knowledge
· Maintain knowledge, understanding and current developments of relevant sector to inform service delivery

Other Duties
· Carry out additional duties from time to time as requested by management.

The key accountabilities of the role may change from time to time so that TToH is able to adapt to changes in the business environment.

PERSON SPECIFICATION
Essential Qualifications
· Holds or is working toward a tertiary qualification/s related to Quality and/or Risk management and audit function. 
Desirable Qualifications
· Current First Aid Certificate
· Current Full Driver’s Licence
Essential Knowledge and Experience
· Exposure to Quality and Risk compliance audit and legislative requirements
· Awareness of Quality and Risk management best practice systems and procedures
· Logical thinker and able to see implications of actions
· Excellent communication and presentation skills – written, verbal and visual.
· Organised and methodical 
· Understanding and experience working with Microsoft Office applications i.e. Visio and Excel.
· Working with databases and online systems.
Desirable Knowledge and Experience
· Use of Promapp and Logic - Process mapping software
· Knowledge and understanding of Tikanga and Te Reo Māori
· Proven experience working effectively with Māori organisations and understands the Principles of Te Tiriti o Waitangi


Personal Attributes
· Analytical with significant attention to detail
· Not afraid to challenge the status quo
· Flexible and adaptable
· Enthusiastic, determined, tenacious and persistent
· High level organisational and time management skills
· Can work to deadlines
· Able to build, relate and sustain relationships with management and staff
· Acts with honesty and integrity and in confidence
· Positive can-do attitude
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