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JOB SPECIFICATION

Compliance & Management Systems Coordinator

Location:	21a Sirdar Road / Unit 3 Arterial Park, Rayleigh
Hours: 		24 hours per week (flexible working pattern)
Reports to: 	Head of Operations
Department: 	Business Administration


Role Overview
We are seeking a motivated, organised and proactive Compliance & Management Systems Coordinator to take ownership of the day-to-day administration and maintenance of Proteus Waterproofing's management systems, accreditations, certifications, and compliance frameworks.

This is a hands-on role with responsibility for maintaining and continuously improving the systems that support our commitment to quality, environmental responsibility, health & safety, information security, product compliance, and competency management.
The successful candidate will work closely with all departments across the business to ensure our certifications remain audit-ready, documentation is accurately controlled, and compliance obligations are effectively managed.


Our Direction – Compliance & Continuous Improvement
Proteus Waterproofing continues to invest heavily in compliance, quality assurance, and product stewardship.

Our objective is not simply to maintain certification, but to embed best practice throughout the business and continually improve how we operate.

This includes:
· Maintaining ISO 9001, ISO 14001, ISO 45001 and ISO 27001 certifications. 
· Supporting ongoing BBA certification requirements. 
· Embedding CCPI principles throughout the business. 
· Supporting CAS accreditation and competency management initiatives. 
· Supporting PAS accreditation frameworks. 
· Driving continuous improvement through audits, reviews, and corrective actions. 
· Ensuring robust document control and governance processes. 
The right candidate must:
· Be highly organised and methodical. 
· Enjoy working with procedures, documentation, and systems. 
· Have strong attention to detail. 
· Be comfortable working with auditors and certification bodies. 
· Be proactive in identifying improvements and resolving issues. 
· Take ownership of compliance activities and deadlines. 


Key Responsibilities – Compliance & Management Systems Management
ISO Management Systems
Support the maintenance and continual improvement of:
· ISO 9001 Quality Management System 
· ISO 14001 Environmental Management System 
· ISO 45001 Occupational Health & Safety Management System 
· ISO 27001 Information Security Management System 
Including:
· Document control and record management. 
· Audit preparation and coordination. 
· Corrective action monitoring. 
· KPI and management review reporting. 
· Procedure reviews and updates. 
· Compliance evidence management. 

Accreditation & Certification Support
Support and coordinate activities relating to:
· BBA Certification 
· CCPI Compliance 
· CAS Accreditation 
· PAS Accreditation Frameworks 
· Industry memberships and associated compliance requirements 
Including:
· Maintaining supporting records and evidence. 
· Monitoring renewal dates and compliance obligations. 
· Coordinating submissions and assessments. 
· Liaising with certification bodies and external assessors. 

Audit Coordination
· Coordinate internal audit programmes. 
· Support external surveillance and certification audits. 
· Track audit findings and corrective actions. 
· Monitor progress against improvement plans. 
· Ensure audit records are maintained and accessible. 

Document Control & Governance
· Maintain company policies, procedures, forms and templates. 
· Ensure controlled documents remain current and appropriately approved. 
· Manage document version control. 
· Support implementation of new procedures and processes. 
· Maintain compliance registers and management system records. 

Reporting & Continuous Improvement
· Produce compliance reports and management information. 
· Maintain accreditation schedules and renewal trackers. 
· Support management review meetings. 
· Identify opportunities for process improvement. 
· Assist departments with compliance-related initiatives and projects. 


Compliance & Business Support
· Maintain training and competency records where required. 
· Support evidence gathering for customer and supplier compliance requests. 
· Monitor changes to relevant standards, regulations and guidance. 
· Assist with implementation of new compliance initiatives. 
· Support cross-departmental projects relating to quality, compliance and governance. 


Person We Are Looking For
We are looking for someone who is:
· Highly organised and structured. 
· Detail-oriented and accurate. 
· Proactive rather than reactive. 
· Comfortable managing multiple deadlines. 
· Professional and confident communicating with internal and external stakeholders. 
· Analytical and solutions-focused. 
· Calm under pressure. 
· Process-driven. 
· Reliable and dependable. 
· Committed to continuous improvement. 
· Eager to learn and develop. 
The ideal candidate enjoys bringing order to complex processes, maintaining high standards, and helping ensure the business operates in a compliant, efficient, and professional manner.


Essential Experience & Skills
· Previous experience in an administration, compliance, quality assurance, governance, or coordination role. 
· Excellent organisational and time-management skills. 
· Strong written and verbal communication skills. 
· Excellent attention to detail. 
· Strong Microsoft Office skills, particularly Word and Excel. 
· Experience managing records, documentation, or controlled information. 
· Ability to work independently and manage competing priorities. 


Desirable Experience
· Experience working with ISO management systems. 
· Experience supporting audits or certification activities. 
· Experience within construction, manufacturing, engineering, or other regulated sectors. 
· Knowledge of ISO 9001, ISO 14001, ISO 45001 or ISO 27001. 
· Familiarity with BBA certification processes. 
· Understanding of CCPI, CAS or PAS frameworks. 
· Internal auditor training or qualification. 
· Experience using document control systems.





image1.jpg
@ Proteus




