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Job Description 
  

Job title: 
 

UK NEQAS Microbiology Interpretive Comments Scheme 
Organiser 

Division/Directorate: 
 

Science 

Pay grade/band: 
 
Responsible to: 
 

Through an honorary contract with local organisation 
 
Nominated UK NEQAS for Microbiology Lead when dealing 
with UK NEQAS matters 
 

Location: 
 

At normal place of work with visit to UK NEQAS for 
Microbiology Colindale at least once a month, but also to 
attend steering committee, NQAAP and other important 
meetings. 

Hours per week: 
 

 8 hours per week (2.0 PA/ week). This can be shared 
between two colleagues 

Job type: 
(i.e. Fixed Term/Permanent) 

On Contract (renewable) 

 

INTRODUCTION 
 

At the United Kingdom Health Security Agency (UKHSA) our mission is to provide health security for 
the nation by protecting from infectious disease and external hazards.  We are a trusted source of 
advice to government and to the public, focusing on reducing inequalities in the way different 
communities experience and are impacted by infectious disease, environmental hazards, and other 
threats to health.  

Our mission is challenging, innovative and in the spotlight. We will work to ensure our people have the 

diverse skills, experiences and backgrounds we need to thrive, that our employees are representative 

of the communities we serve and feel valued and enabled to play their part in delivering our work.  

Creating our working culture is an ongoing process which we are developing by listening and learning 

together, hearing and acting upon diverse voices and opinions to develop a common sense of identity 

and effective ways of working. 

UK National External Quality Assessment Service (UK NEQAS) for Microbiology is part of UKHSA 
and located in Colindale and Central London, responsible for the organisation and global delivery 
of external quality assessment (EQA) for clinical microbiology (bacteriology, virology, molecular 
and parasitology). UK NEQAS for Microbiology is self-financing through monies obtained from 
subscriptions to the different services offered. The department provides services to laboratories 
within UKHSA and to laboratories and organisations nationally and internationally. 
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JOB SUMMARY  

To provide professional and clinical governance to the Microbiology Interpretive Comments scheme. 

To support other Division of Microbiology Scheme Organisers by providing professional direction to 

the design and delivery of the UK NEQAS Microbiology schemes, and professional input to allied 

EQA projects. 

To promote and support the research, educational, training and development activities within UK 

NEQAS for Microbiology. 

To effectively interact with other overarching professional bodies with which UK NEQAS for 

Microbiology is associated (UK NEQAS, Royal College of Pathologists) and maintain appropriate 

codes of conduct. 

MAIN DUTIES AND RESPONSIBILITIES 

 To provide and maintain a rapid, reliable, efficient, comprehensive, effective and 

scientifically valid EQA service for clinical scenario or test based Interpretive Comments. 

 To be responsible for scheme design, development and scientific activity. 

 To provide a professional advisory role to participants. and performance surveillance. 

 To comply with the UK NEQAS code of conduct in respect of all UK NEQAS activities  

 To provide expert scientific advice, liaison and interpretation on quality assurance to: 

scheme participants, steering committees, the UK NEQAS Board, Consortium, Executive 

and Office, other Scheme organisers and UK NEQAS staff, the Microbiology National 

Quality Assurance Advisory Panel (NQAAP), and all other relevant organisations and 

professional bodies. 

 To hold responsibility for the Interpretive Comments scheme budget. (In practice this is 

devolved to other Scheme Organisers in UK NEQAS for Microbiology). 

 To achieve and maintain accreditation to appropriate UKAS Proficiency Test standards 

(ISO 17043:2010) for the scheme.  

 To collaborate in the evaluation of new and improved procedures for EQA activities other 

than/or interpretive comments scheme. 

 To promote awareness of UK NEQAS activities and maintain awareness of recent 

advances in the scheme activities through active participation in relevant departmental, 

regional, national and international scientific and medical meetings, societies and 

organisations. 

 To represent UK NEQAS interests appropriately at Trust, Regional, National and 

International level, including membership of appropriate boards and committees. 

 To Adhere to Department of Health guidance for management of EQA schemes. 

 To participate in appropriate continuing education programmes. 
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KEY WORKING RELATIONSHIPS  

 Bacteriology and Mycology Scheme Organiser 

 Virology and Molecular Scheme Organiser 

 Parasitology Scheme Organiser 

 Other key UK NEQAS Microbiology team members (e.g. management) 

 UK NEQAS (Board, Executive, Microbiology Steering Committee) 

 Interpretive Comments scheme participants 

 Royal College of Pathologists 

 UKAS 
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Person specification 
(Please ensure the total number of rows below the knowledge and experience and skills and 

capabilities headings does not exceed 15) 
 

Description 

 
Essential Desirable Assessment 

 Qualifications 

FRCPath (UK) or equivalent √  A/I 

Higher qualification in medical microbiology and/or virology  √ A/I 

Registration with GMC/HCPC √  A/I 

Knowledge and experience  
 Extensive experience in clinical medical microbiology and/or   virology √   A/I 

  
Commitment to Clinical Governance and Good Laboratory Practice, UK 

NEQAS Codes of Practice 

√   A/I 

  
Commitment to Continuing Professional Development √   A/I 

  Prior involvement with accreditation schemes or quality management 

schemes 

 

√ 

  A/I 

  
Knowledge of modern (including molecular) investigation techniques  

√ 

  A/I 

Prior involvement with performance management  √ A/I 

Skills and capabilities 

Able to write a concise report √
  

  A/I 

  Good team player with skills to work across disciplines √   A/I 

  Able to develop and implement a strategy for the Interpretive Comments 
scheme 

 
√ 

  A/I 

  Foster good relationships with colleagues across Microbiology and Virology 
and Lead a panel of Peer Reviewers 

 
√ 

  A/I 

  
Able to rapidly write/edit scenarios to support the scheme strategy  

√ 
  A/I 

  An understanding of and commitment to equality of opportunity and good 
working relationships.  
 

√  A/I 

Able to provide timely scientific advice to support other scheme organisers at 
UK NEQAS for Microbiology 

 
√ 

  A/I 

  Equality and diversity 

An understanding of and commitment to equality of opportunity and 
good working relationships 

√  I 

*Assessment will take place with reference to the following information 
 
 
 

A = Application form            I = Interview              C = Certificate                   T = Test 
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Civil Service Success Profiles / Civil Service Competency Framework 2012-2017  

As a civil servant your performance and appraisal will be assessed against the civil service core 
competencies or success profile elements detailed below: 

If the Civil Service Competency Framework is to be used - The framework outlines ten 

competencies, which are grouped into three clusters. A minimum of one competency should be 

picked from each cluster. It is anticipated that no more than 5/6 in total should be used.  

 

Strategic cluster – setting 
direction: 
 

People cluster – engaging 
people: 
 

Performance cluster – 
delivering results: 

 

1. Seeing the big picture 
 
2. Changing and improving 

 
3. Making effective decisions 
 

1. Leading and 
communicating 

 
2. Collaborating and 

partnering 
 
3. Building capability for all 
 

1. Achieving commercial 
outcomes 

 
2. Delivering value for money 
 
3. Managing a quality service 
 
4. Delivering at pace 
 

 

If the Civil Service Success Profiles are to be used a minimum of 2 elements should be identified 

for selection. Whilst behaviours may not be chosen for selection, a minimum of three behaviours 

should be identified as being relevant to the role to support the performance and appraisal 

process.  

 
 
 
 
ADDITIONAL INFORMATION  
In addition to the job specific requirements above this role will require adherence to the following: 
 
Performance Development and Appraisal 

All employees are required to partake in a monthly and quarterly review of their work. The process is 
described here: Personal development - Performance development and appraisals (ukhsa.gov.uk) 

 
 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/436073/cscf_fulla4potrait_2013-2017_v2d.pdf
https://www.gov.uk/government/publications/success-profiles
https://intranet.ukhsa.gov.uk/sites/personal-development/SitePageModern/2583/performance-development-and-appraisals
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Code of conduct and revalidation process for professionally qualified employee groups 

All employees are required to work in accordance with their professional group’s code of conduct 
and revalidation process as appropriate and relevant to their role (e.g. HCPC, NMC, GMC, 
Department of Health Code of Conduct for Senior Managers, CIPD, etc).  

 
Information governance 

UKHSA processes (collects, uses and shares) large volumes of data and information of 

different types and forms, including personal data about identifiable individuals. 

Information governance (IG) is about managing the risks to the confidentiality, integrity 

and availability of all this data and information.    

UKHSA data and information must be managed in accordance with the requirements of 

data protection and related law, and best practice standards and guidance.  As an 

employee, you are responsible for:    

1) protecting the confidentiality of UKHSA data and information by:    

• complying with the Data Protection Act 2018 (incorporating the General Data 

Protection Regulation)   

• complying with the common law duty of confidentiality, the Caldicott Principles and 

the NHS Code of Practice on Confidentiality when processing personal data   

• complying with the policies, procedures and guidance in place to protect the 

confidentiality of UKHSA data and information, for example by:   

• only accessing the UKHSA data and information you have approval to use for your 

role, and not sharing this access to UKHSA data and information with anyone else  

  

• not attempting to circumvent the managerial, procedural and technical security 
controls in place to protect UKHSA data and information 

 

• not processing UKHSA personal data outside UKHSA office sites without approval   

2) complying with the policies, procedures and guidance in place to protect the integrity 

(in other words, the accuracy and completeness) of UKHSA data and information, 

for example by:   

• only altering UKHSA data and information if you have approval to do so as part of 

your role   

3) complying with the policies, procedures and guidance in place to protect the availability 

of UKHSA data and information, for example by:   

• complying with the policies, procedures and guidance on the secure and acceptable 

use of UKHSA ICT systems and equipment   

4) complying with the law and UKHSA policies, procedures and guidance on the 

management of records, including the proper use of the Government Security 

Classifications. 
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5) reporting incidents affecting the confidentiality, integrity and availability UKHSA data 

and information, for example, unauthorised access to UKHSA data and information, 

or the loss or compromise of UKHSA ICT systems or equipment   

6) completing the annual information governance training appropriate to your role   

UKHSA reserves the right to monitor your access to UKHSA data and information, 

including your use of UKHSA ICT systems and equipment, in order to assure your 

compliance with data protection and related law, and with the UKHSA policies, 

procedures and guidance in place to support this.    

 

Failure to comply with these requirements may result in disciplinary action being taken, and 

sanctions being applied up to and including your dismissal.    

 

You are personally accountable for deliberate or avoidable data protection breaches.   

Failure to comply with the Data Protection Act 2018 may result in you being reported by 

UKHSA to the Information Commissioner’s Office, which may lead to criminal prosecution. 

 

Conflict of interests 

UKHSA employees must not use their official position, or any information obtained through their role 
in UKHSA to further their private interests or the interests of others. This means any circumstances 
where there is, or could be perceived to be, a conflict of interest between the individual’s role in 
UKHSA and any other business or private capacity interests that they are involved with, where the 
other interests could influence how an individual carries out their role. 
In accordance with UKHSA Code of Conduct Policy, and based on the requirements set out in the 
Civil Service Code, the Civil Service Management Code,, you must declare all Outside Interests, 
both before commencing in-post and within ten working days of any addition or change. Outside 
interests, be they business, hobby or trade, must not compromise or conflict with the appointment 
and role in UKHSA. 

A key test of whether an Outside Interest could be perceived to be a conflict of interest is where there 
is a risk that a fair-minded outside observer, acting reasonably, would conclude that there is a real 
possibility of bias.  

 

A Conflict of Interest Declaration Form must be completed when joining the department and If there 
is the possibility of a conflict of interest whilst in-post. You must also inform your Line Manager 
whenever you make a declaration/register an interest. 

 

In addition, the Policy requires you to declare all situations where you or a close relative or associate 
has a controlling interest in a business (such as a private company, public or voluntary organisation) 
or in any activity which may compete for any contract to supply goods or services to UKHSA. You 
must register such interests with UKHSA, either on appointment or within ten working days of 
whenever such interests are acquired.  

 

You should not engage in these activities or outside employment without the written consent of 
UKHSA, which will not be withheld unreasonably. It is your responsibility to ensure that you are not 
placed in a position that may give rise to a conflict between your private interests  and your UKHSA 
duties and that these do not bring, or potentially bring, UKHSA into disrepute. 

https://intranet.ukhsa.gov.uk/documents/preview/5179/Code-of-conduct-policy
https://www.gov.uk/government/publications/civil-service-code/the-civil-service-code
https://www.gov.uk/government/publications/civil-servants-terms-and-conditions
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Diversity  
An important part of our mission at the UKHSA is to help reduce health inequalities across the UK. 
The Covid-19 pandemic highlighted how certain groups are impacted negatively by health inequality, 
and we want to ensure we learn from these challenges. To do that effectively we need to continue 
building a talented workforce that represents the diversity of our population. Our ethos is to be an 
inclusive organisation for all our employees and stakeholders, where differences drive innovative 
solutions to meet the needs of our workforce and wider communities. This in turn produces more 
accountable and trusted public services and better decisions; better because they are more attuned 
to the needs and interests of all our communities, helping to address inequality. We are committed 
to ensuring our culture and ways of working allow all of our people to thrive at work. 
 
Emergency Response  
Given the nature of the work of UKHSA, as a Category 1 responder, you may be required in an 
emergency, if deemed a necessity, to redeploy to another role at short notice. You may also be 
required to work at any other location, within reasonable travelling distance of your permanent 
home address, in line with the provisions set out in your contract of employment. 
 
Health and safety 

You must co-operate with management in discharging its responsibilities under the Health and Safety 
at Work Act 1974 and take reasonable health and safety of yourself and others and ensure the agreed 
safety procedures are carried out to maintain a safe environment for service users, employees and 
visitors. 
 

Centre/divisional directors - are responsible for coordinating health and safety activities in their 
centres/divisions and will determine the necessary management structure and arrangements. 
Directors will ensure that their actions and decisions at work reinforce the requirements of UKHSA’s 
health and safety policy and arrangements. 
 

Managers - are responsible for implementing the organisation’s health and safety policies and 
arrangements and for ensuring that risk assessments, safe systems of work, control measures and 
employee training are up to date and effective. Managers will inspect premises, ensure accidents and 
incidents are reported/investigated and assist in auditing health and safety management 
arrangements. 
 

All employees must comply with any health and safety training: report all accidents, incidents, 
illnesses and untoward occurrences to line management without undue delay and must not interfere 
with or misuse anything provided in the interest of the health, safety and welfare of other employees. 
 
 
 
Risk management 

All employees have a responsibility to report all clinical and non-clinical accidents or incidents 
promptly and, when requested, to co-operate with any investigation undertaken. 
 
Safeguarding Children and Vulnerable Adults and Disclosure and Barring Service (DBS)  
(If applicable) 
If the post holder is required to have contact with vulnerable adults or persons under the age of 18 
then the post holder will be subject to a criminal record check from the Disclosure and Barring Service 
prior to the appointment being confirmed. The disclosure will include details of cautions, reprimands, 
and final warnings, as well as convictions if applicable. All employees must be familiar with and 
adhere to the UKHSA child protection and safeguarding adult and children policies and procedures. 
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Employees must comply with all statutory legislation and guidance relating to safeguarding children 
and vulnerable adults.  All employees are required to attend child protection and safeguarding adults 
awareness training, additional training and supervision regarding child protection relevant to their 
position and role.  
 
 


