Operations Manager Job description

	Job Title:   
	Compliance/Quality Officer

	Department:  
	Office

	Revision Date:  
	1/2/2023



Position Overview 

This position reports to the Company’s Administration Director and is responsible for all ISO certification and documentation that goes with them.  To be a great team player with natural drive and the will to succeed.  
Key Responsibilities

· Monitors all operational processes or procedures using a compliance management system to ensure that the company adheres to all legal regulations and ethical standards
· Manages the way information flows by researching, recording, and assessing data and information and also conducting compliance risk assessment, they also ensure the smooth running of the business

· Trains and educate other employees so that they are updated on any legal changes to compliance guidelines

· Act as a connection and liaison between department heads and senior management

· Conduct regular assessments to ascertain whether policies are compliant with the law

· Develop and review company policies

· Counsel the management on the company’s adherence to laws and regulations through a detailed report

· Frequently auditing the company’s procedures and practices to determine possible weaknesses and risks

· Ensures that all employees are educated on the latest regulations and processes

· Resolve the company’s concerns about legal compliance

· Review internal bank policies to ensure they align with external banking regulations

· Participate in seminars conferences, and workshops to improve job knowledge

· Perform various general administrative duties such as file creation and maintenance of ongoing administrative projects

· Collaborate with other departments to create a culture of compliance.

Requirements

Advanced computer skills 
To ensure the company is compliant with all regulations

To ensure all employees follow the internal compliance policies

To report to the directors of any changes and updates in polices

Good knowledge of legal requirements and procedures

Good oral and written kills

Highly analytical with strong attention to detail

NOTE:  This job description is not intended to be all-inclusive; the individual may perform other related duties as negotiated to meet the ongoing needs of the organization.

To apply/find out more, please contact the below: - 

nicola@BsSteels.co.uk
023 9267 3778
