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ISO Auditor (Formerly ISO Quality Officer)
	District/Department
	SCS – Digital Investigations

	Rank/Grade
	C


	Role purpose:
	Provide quality and analytical support including audits to ensure the effective delivery of a comprehensive quality management system.

Support Forensic Investigation units and affiliates with the implementation and maintenance of ISO standards and the Forensic Science Regulators Codes of Practice and Conduct.


	Summary of main duties


	Support the introduction and implementation of a Quality Management System (QMS), in line with ISO standards working closely with technical leads and staff to ensure that the quality standards in place comply with these requirements.

Assist with the implementation of Quality policies, practices and associated documents, regularly reviewing for accuracy and continued suitability in order to identify where improvements to the Quality Management System can be made.

Undertake internal audits of Forensic products, practices and Quality Management System, helping to maintain the internal audit schedule and ensuring that audit findings are reviewed and recorded in a timely manner, in order to monitor and co-ordinate the implementation of all opportunities for improvement.

Review and process corrective and preventive actions, change requests, complaints and other QMS functions as required to ensure effective tracking of such requests within the strict time scales, and to provide updates to customers in order that a high quality and efficient service is delivered.

Administer and support work streams from incoming communications and correspondence and undertake tasks/actions within the deadlines set to assist with the efficient and effective running of the QMS.

Assist with the expansion to ISO scope, with the organisation of Proficiency Testing and Inter Laboratory Comparison work to ensure that the accredited standards are met and maintained.

Assist with the control, maintenance and issuing of existing and new accredited documents within the Quality Management System.  Including systems administration around Quality Management systems software applications ensuring that the documents produced are controlled, current and accessible.

Plan, execute and report on internal audits relevant to the area of business. This includes planning, facilitation of process interviews, data analysis, identification of risks, internal controls testing, identification of issues and communication of audit results

Assist with administrative duties where appropriate.
Prepared to travel across the Force

	Competencies/behaviours

	Please access the College of Policing website (via Google Chrome) and refer to the Competency and Values for a definition of the values and essential behaviours for each required competency level.

	Competency
	CVF Level 
Level 1 – Practitioner

Level 2 – Supervisor/Middle Manager

Level 3 – Senior Manager/Executive

	We are emotionally aware

	1

	We take ownership

	1

	We are collaborative

	1

	We deliver, support and inspire

	1

	We analyse critically

	1

	We are innovative and open-minded

	1

	Core values for ALL employees:

	Integrity

Impartiality
	Public Service

Transparency


	Experience, Education and Skills: Ideally between 4 and 6 of each (which will be used as Essential/Desirable shortlisting criteria) 

	Essential:

	Excellent oral and written communication skills, including the ability to produce clear & concise audit reports and assist in the production of documented procedures, processes and policies.

	Computer proficient with ability to learn Case Management and Quality Management Systems

	Excellent interpersonal skills with the ability to work effectively with people at all levels and with different levels of technical understanding

	Excellent organisational skills and ability to plan and prioritise workload

	Must be able to work under pressure and meet deadlines whilst maintaining a positive attitude and providing exemplary customer service

	Excellent IT skills including Microsoft Office products

	Desirable:

	Experience of auditing or following process maps

	A recognised auditing training qualification or a certificate in Quality Management/auditing from a recognised body.

	Experience of using Quality Management Systems and associated software packages.

	Training, experience or qualification in a forensic discipline.

	Experience of implementation of 17025/17020 Quality Standards.


V1 – 01.06.22 – Role title amended from ISO Quality Officer to ISO Auditor. 
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