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	Role Title
	Digital QA & Test Officer

	Job Family
	Corporate Development

	Competency Level
	Principal Officer

	Pay Range / Scale
	PO3

	Purpose

	Waltham Forest has a challenging, customer focused digital agenda. 
As the Digital QA & Test Officer you will create client facing test strategies and test cases to support website upgrades and patches, and digital service product launches and improvements. You will have excellent attention to detail, be familiar with writing and implementing test cases that can adapt as services evolve and requirements change, and be able to identify risks and communicate issues within a release cycle in a clear and concise way.
You’ll thrive using agile methods and enjoy working openly, collaboratively and as part of a multidisciplinary team focused on one or more projects at a time. Above all, you want to make Waltham Forest better, and you’ll be focussed on ensuring key services and customer journeys are always running at their best.



	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.
Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.
Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.
Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.
Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.

	Job-specific Accountabilities
	End Results/Outcomes

	QA and testing of new digital services and websites, and improvements to existing digital services and websites. 
	Work closely with the Digital team, project management and services to develop a strong understanding of the service and testing objectives, including participating in sprint planning, reviews and daily stand-ups.

Develop and write test cases and test scripts to address business and technical use cases.
Work closely with the digital product team to create customer facing test strategies and test cases.
Run manual and automated tests.

Perform end-to-end, regression and UAT.

Run cross-platform testing (desktop, mobile web and apps).
Run multi-browser and multi device testing.
Provide clear reporting of testing status throughout each sprint, producing bug reports and writing clear steps to reproduce.
Maintain a testing script checklist, updating it regularly as required so it is consistent with new or changed functionality.

Participate in troubleshooting and triaging of issues with different team members to drive towards root cause identification and resolution.

	Support existing services to troubleshoot issues and provide fixes as required.
	Provide support to the Digital Support Officer and Digital Applications Officer as required to troubleshoot and provide fixes and improvements to existing services.

Provide out of hours support when required for critical issues affecting websites, tools and services.

	Continuously innovate to future proof the Waltham Forest digital offering.
	Work closely with services and colleagues in IT to review and pilot new technology solutions that will future proof the councils digital and IT offering.

	Represent and champion the Digital Team, the excellent work and outcomes it is delivering.
	Be a Digital Team advocate on all occasions, positively promoting what they do, how they do it and the outcomes the team is achieving.

	Nature of Contacts 

	The ability to communicate well in both verbal and written form is essential in this role. You will need to quickly earn the trust of the Digital team and services, and understand the importance of digital services and websites running issue free and keeping them updated on progress. 
· Daily interaction and partnership working with the entire Digital team providing testing updates on all key projects and updates that are in-flight to successfully deliver outcomes that meet organisation goals.
· Build a strong relationship with ICT Applications and Architecture teams.

· Report to the Digital Delivery Manager, keeping them informed on progress and challenges.

· Ability to translate complex digital information into every-day language with a high level of tact, sensitivity and diplomacy.

	Procedural Context

	This is an exciting time to join Waltham Forest – London’s first Borough of Culture. 

At Waltham Forest it’s vital that our digital services and websites work as our users expect, providing a great customer experience, while at the same time continuing to optimise and improve. As the Digital QA & Test Officer you will be focussed on ensuring all digital services and websites are functioning at their optimum and you’ll love finding ways to make processes more efficient.
The key is finding the right balance between a perfect, polished website/service with no critical bugs while continuing to make improvements regularly. In this role you’ll be responsible for determining when new services and features are ready to release. When testing a new feature, you might find dozens of small bugs, but you need to prioritise and decide which of them is critical and needs to be fixed immediately and which are less important right now.

You will be familiar with writing and implementing test cases that will need to adapt as the applications evolve and the requirements change.
Collaborative working is key as you will need to work with the whole digital team, on a variety of projects and service/website improvements con-currently, balancing priorities and communicating regularly on issues and progress.

With excellent attention to detail you will be able to identify risks and communicate issues and bugs in a clear and concise way.

Day-to-day you will:

· Work with the scrum team to determine what needs testing, and to understand development priorities.
· Attend sprint planning meetings and provide accurate task estimations.
· Test new features to make sure things work as our users will expect.
· Ensure common user journeys are problem-free, smooth and clear.

· Attend daily stand up meetings and provide updates on progress and blockers.

· Communicate bugs and unexpected behaviour back to the digital team.
· Gauge how significant bugs are and make sure important bugs get fixed.
· Find workarounds for insignificant or rare bugs, so that our customer services team and digital product team can advise those few users who may come across them.
· Reproduce bugs reported by users and writing up crystal-clear bug reports for product teams to work from.
· Continually identify ways to improve our websites, content and digital services.
You will be deeply passionate about improving people’s lives, digital content and user experience.

Occasionally the post will be expected to work from other locations.

Reports to: Digital Delivery Manager.

	Key Facts and Figures

	The Digital QA & Test Officer will have responsibility for ensuring all major website updates and digital service launches and improvements are completed at a low risk to the design and operation of council services with thorough testing completed.

	Resourcing

	Budget Responsibilities: none
Supervisory Responsibilities:  none

	Knowledge, Skills and Experience 

	· Demonstrated QA  and testing experience, with the ability to identify and document both cosmetic and functional defects.

· Skilled in various types of testing including functional, performance, resilience, risk based and exploratory.
· Proven ability to create, plan and execute appropriate test plans for all types of change.
· Strong problem-solving skills with the ability to document issues and defects, track these defects to resolution and provide metrics for continuous quality improvement.
· Proven ability to create and maintain test documentation, including scripts (automated and manual), processes and procedures.

· High degree of endurance and flexibility to work through multiple iterations of digital services and updates quickly, managing changing priorities and diverse subject matters.

· Experienced in managing a mixed and varied workload of conflicting priorities, responding effectively to the needs of services and digital team. You will understand the trade off between velocity and perfection.
· Excellent written communication skills, especially around technical subjects with the ability to break down issues to non-technical people as required. 

· Familiar with working in an agile environment and of software development processes 
· Experienced in using bug tracking software such as Jira.
· Proactive and results-oriented, creative and innovative in finding solutions to problems.

· Excellent command of the English language, both written and spoken.

	Indicative Qualifications

	Educated to degree level or equivalent standard. 

Experience of working in an agile environment and Agile Certification desirable.  

Evidence of continuous professional development.


The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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