Assurance and Development Officer - Data Analysis
Health and Care Professions Council - Fitness to Practise
	Location:
	London

	Salary:
	£32,000 per annum (Band D) 

	Hours:
	Full Time

	Contract Type:
	Permanent



	Placed on:
	22nd June 2017

	Closes:
	4th July 2017

	
	


We are currently recruiting an Assurance and Development Officer to join the Assurance and Development section of the Fitness to Practise department.  This is a replacement, permanent position promoting the continuous improvement of the HCPC’s fitness to practise work by the delivery of a rigorous assurance and quality compliance programme associated with the 16 professions that the HCPC currently regulates.
About the role
This post will have a data analysis focus, the main responsibility being the development and production of management information and reports (including producing and analysing data) as well as development and maintenance of the department’s budget and forecasting models.    
About you
We are looking for someone with advanced Excel skills, preferably VBA.  You will have high attention to detail, with the ability to analyse complex data and produce a range of reports to a variety of audiences.
Benefits of working for the HCPC
Upon joining the HCPC you will be entitled to 30 days annual leave, membership of the HCPC personal pension scheme, flexible working options, selected employee discounts and access to the Employee Assistance Program. After 6 months service you will also be able to join our corporate gym membership and purchase an interest free season ticket loan.
Main Tasks
· Assist in the on-going development, implementation, review and documentation of business processes.
· Produce regular and ad hoc written and numerical reports, analysing trends and presenting management information in the most appropriate format.
· Support the production, development and analysis of the department’s budgetary information and resource forecasting models.
· Co-ordinate and manage responses to complaints including drafting initial responses, analysing trends and making recommendations for process improvement.
Main Skills required
· Excellent IT skills, including window based software packages, in particular advanced level of Excel, preferably VAB, are essential. Visio, Microsoft SQL reporting and external supplier packages would be advantageous.
· Proven numerical and analytical skills and ability to produce high level accurate management information.
· Proven ability to participate in complex projects and contribute to their successful delivery.
· Proven ability to review business processes, make recommendations for improvement and implement change.
Application Information
· Please read the Job Profile and Job Description for more detailed information and important dates relating to this role.
· Please visit the HCPC Current Vacancies page, where you will be redirected to our online recruitment portal to apply.
For further information please contact the Human Resources Department on 020 7840 9778.
Closing date: Tuesday 4 July 2017 at 9am
Interview Date: w/c 17 July 2017
The HCPC is committed to equality of opportunity and actively guards against unfair discrimination on any grounds. 
Please note that this role may bring you into contact with children or vulnerable adults.  The HCPC therefore relies, as part of the recruitment process, on self-declaration and on criminal records checks to ensure employees are suitable to take up the position.
The HCPC is a Disability Confident Employer.

