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Job Description

Compliance Officer (Registers)
Title:


Compliance Officer (Registers)
Grade:


Scale 6 
Section:

Finance

Responsible to:
Operations Manager 

Hours:


36 hours, 52 weeks per year
Base:


Uxbridge/Hayes 

MAIN SCOPE OF POST:

To ensure the attendance data is compliant with College policy and Education and Skills Funding Agency (ESFA) requirements. To work closely with Schools to maximise the College’s funding.  
To ensure the effective organisation and administration of funding and compliance functions. To liaise with internal and external auditors.  

DUTIES:

1. Co-ordinate and participate in all aspect of register data capture, monitoring and recording, to ensure that required standards are achieved.

2. Monitor the quality of data created by processing of timetable data and registers, initiating requests for corrective action to data or processes where necessary.

3. Responsible for resolving all queries and amendments relating to College registers.

4. To ensure that the College is adequately prepared for audit and to liaise with internal and external auditors during student records audits to ensure that all required information is readily available or easily accessible.

5. To check that schools have produced accurate and correctly completed register for every programme, and work with the Head of each School to resolve queries.

6. To produce reports from the computerised student records system on request.

7. To spot-check class attendance to ensure that all students attending the College appear on the relevant registers and have completed their enrolment.

8. To provide cover for the Accommodation Officer as required.

9. To support the student records and examinations sections at busy times, including assistance with the input of data and dealing with student queries.

10. To participate in enrolment duties when necessary.

11. To provide cover for other Directorate staff as required.

12. All other duties as may be reasonably required by the Operations Manager.

13. At all times to comply with the College’s financial regulations.

OTHER DUTIES

1. To participate in enrolment duties.

2. To take an active part in the Appraisal process.

3. To comply with all relevant Health and Safety Regulations and assist the College in the implementation of its own Health and Safety Policy.

4. To comply with and actively promote within the section the College’s Equal Opportunities Policy.

5. To carry out other duties as may be reasonably required.

Safeguarding Children and Vulnerable adults
· Understand and comply with Safeguarding legislation and ensure that best practice is embedded in all working practices as required.
· Commitment to Safeguarding and promoting the welfare of children and vulnerable adults, ensuring that this commitment is demonstrated in all aspects of the role as appropriate.

 

Further Education is an ever changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This job description will be reviewed annually during the appraisal process and will be varied in light of the business needs of the College.

Compliance Officer

Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications


	
	
	

	· Good level of general education including Maths and English 
	(
	
	Cert/AF

	· Good standard of numeracy
	(
	
	Cert/AF

	Knowledge, Skills and Experience


	
	
	

	· Excellent communication skills (written and verbal) and interpersonal skills
	(
	
	AF/IV

	· Administrative experience gained within a large organisation
	(
	
	AF/IV

	· Good IT skills including including Microsoft Office software
	(
	
	AF/IV

	· Experience of working with databases 
	(
	
	AF/IV

	· Ability to build and maintain effective working relationships with colleagues across the College
	(
	
	AF/IV

	· Strong organisational skills and ability to prioritise a busy workload effectively
	(
	
	AF/IV

	· Ability to understand and interpret funding guidelines and other policies
	(
	
	AF/IV

	· Excellent attention to detail
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Understanding of, and commitment to, Equality and Diversity and Safeguarding in education
	(
	
	AF/IV

	· Previous experience of Further or Higher Education sector
	
	(
	AF

	Personal Attributes
	
	
	

	· Ability to achieve deadlines
	(
	
	AF/IV

	· Ability to make decisions and work on own initiative
	(
	
	AF/IV

	· Ability to work well under pressure
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form
IV = Interview

Cert = Certificates checked on induction
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