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                               JOB DESCRIPTION

Job Title :              
             
Data and Compliance Officer

Department:    

      
Learner Data Team (MIS)   

Grade:


Scale 4

Directly Responsible to:             
Data & Compliance Lead 

Directly Accountable to:             
MIS Manager

	Purpose of Job: 

To ensure that all Learner Record information recorded is accurate and reliable and that procedures are followed in accordance with audit requirements

Work proactively with colleagues across the College taking the initiative to resolve data, funding and compliance issues as they arise




	Responsibilities:
· Develop and maintain a good understanding of funding rules and regulations for all funding bodies, including EFA, SFA, HEFCE and ESF
· Administrate the DSATs and other audit related reports and checks, ensuring reports are run on a regular basis and issues/queries are resolved.
· Support the preparation of audit documents and take an active role in audits on all sites
· Identify common errors and work with other members of MIS to ensure processes are put in place to resolve.

· Fix ILR errors and warnings in a timely manner

· Provide advice to curriculum areas on learner enrolments and funding issues.

· Support training around the learner records system and associated software and funding
· Participate in the enrolment process, including evening and weekend sessions as required, to involve enrolling students, assessing of fees, input of fees and charges on the student records system and receipting of payments.

· Assist in the preparation of enrolment training materials and participate in the training sessions 

· Provide a supervisory role in the enrolment process throughout the year

· Be fully conversant with learner eligibility rules as prescribed by the funding bodies

· Be familiar with the requirements of external bodies for College learner records data, and the restrictions of the use of such data imposed by the Data Protection legislation.
General 

· To ensure commitment to customer care at all times

· Assist with the resolution of day-to-day queries from academic and support staff 

· Liaise and maintain good relationships within the MIS area and across College

· Work flexibly to ensure deadlines are met

· Assist in the supervision and training of temporary staff employed

· Attend training and other courses as part of on-going staff development and product familiarisation

· Attending and representing the College and/or department at internal or external meetings or events 

· Any other duties providing that such duties are commensurate with the grading
· To actively promote and embed equality and diversity within the College.

· To actively contribute to the College’s safeguarding children and safeguarding vulnerable adult agenda.

· The post holder will be expected to comply with the rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.

· To be fully aware of and comply with the College’s policy on confidentiality

· In carrying out their duties, the post holder must

· Comply with Health and Safety regulations and policies

· Be aware of the College statement on Health and Safety

· Be fully aware, and comply with, College policies including equal opportunities and risk management.

Place of Work
The Corporation’s premises at the Deane Road Campus will be classed as your work base.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services or at other locations.   As part of their duties, the post holder may be required to travel either within the United Kingdom or outside of it.  Such travel may include attendance at conferences or seminars for the purposes of maintaining and updating their professional skills and the supervision of students on visits and work placements.

Working Hours
The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities and as agreed with the line manager.  Your pattern of work will need to be flexible and will therefore vary from time to time.  The post holder may from time to time be required to work on an evening or weekend, in which case time off in lieu will be given during the normal working week.  

Appraisal
The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  

Confidentiality

The post holder will liaise with members of staff, outside bodies and members of the Corporation, and as a result will have access to confidential information.  The post holder is expected to maintain the highest level of confidentiality at all times, and must never disclose, without authority, information gained in the course of their duties.
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