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Job Specification


Apprenticeship Compliance & Claims Officer
Responsible to:  Funding & Compliance Manager

Grade of post:  S01 

Hours of work:  37 

Work location:  Wellington Road, but could be required to work from other campuses.

Job Purpose:
To ensure that claims for funding for Apprenticeships, Traineeships and non-mainstream funded programmes are accurately processed, optimised and submitted in a timely manner, supported by evidence required by the relevant funding bodies for audit purposes.
Key Responsibilities

1. To ensure that enrolment and ILR related policies and procedures are maintained in relation to Apprenticeship and non-mainstream funded programmes; in line with relevant funding agency and College quality and requirements and reflecting changes in the ILR Specification and Funding Guidance.

2. To ensure starts for Apprenticeships and Traineeships are tracked and input, ensuring relevant support and guidance is provided to the delivery team with regard to audit compliance and documentation requirements.

3. To effectively co-ordinate the data entry and management of Managing Agent Apprentices enrolled at the College, ensuring no duplication of funding is claimed.

4. To effectively manage the timely preparation of Apprenticeship related ILR and funding information for inclusion in College ILR submissions to funding agencies, in line with the published schedule.

5. To effectively monitor the recording of Learner and Learning Support Fund information in relation to Apprenticeship provision for inclusion in the College ILR, and subject to data compliance requirements.

6.     To ensure Progression/destination data is recorded for all Employer Responsive learners.

7. To provide technical support where required to College and Apprenticeship Employer staff in relation to the Digital Apprenticeship Service (DAS).


8. To provide training and support in relation to Apprentice student record data to team members and other colleagues as required.


9. To ensure own and Team’s workloads are optimised, on a day to day basis and prioritised to maximise claim value and cash flow and to line manage the staff involved

10. To ensure that the Apprenticeship element of College EBS student records system is implemented and maintained; providing support to College staff in relation to compliance and continuous improvement.

11. To maintain knowledge of funding body requirements and compliance requirements, ensuring that these are communicated to team members, College staff and other stakeholders.
 

12. To support the preparation for internal and external audits and surveys, including leading on the implementation of the annual FE Choices employer survey, maximising response rates.


13. To assist internal and external partners with tracking and improving learner             

Achievement Rates using ProAchieve.


14. To work to achieve team and individual targets, reviewed and monitored at 

team and one to one meetings.


15. To contribute to the Self-Assessment process..


16. To deputise for the Funding & Compliance Manager with regard to day to day claims processes and monitoring staff supervision.

Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety policies and procedures.
· To carry out any other duties as directed by your Line Manager.
Safeguarding

The College is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The College considers that the job holder for this role should have a DBS Enhanced Other disclosure.
Equality and Diversity
We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced.
	Education/Qualifications

	Essential:
	S/L
	I
	A

	·  Educated to Level 3 including Maths and English 
	x
	
	

	Desirable:
	
	
	

	· Other relevant qualifications
	x
	
	

	Experience and Technical Skills

	Essential:
	S/L
	I
	A

	· Thorough knowledge of ESFA Funding rules for Apprenticeships and Traineeships

· Experience of validating and submitting ILR data returns

· Experience of the ESFA Digital Apprenticeship Service (DAS)

· Excellent written and verbal communication skills

· Proven data management and numeracy skills

· Proven administrative and organisational skills

· Demonstrable experience of supporting internal and external audits

· Demonstrable problem solving skills

· Good keyboarding and data inputting skills

· Committed to working to deadlines


	X

X

X

X

X
X

x

	X

X

X

X

X

X

X

X

X

X


	X


	Desirable:
	
	
	

	·  Working knowledge of Tribal EBS system

· Ability to produce and interpret data using ProAchieve

· Experience of managing ESFA employer surveys
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	Personal/Behavioural Attributes

	Essential:
	S/L
	I
	A

	· Ability to prioritise own and staff workloads

· Attention to detail

· Strong customer focus

· Proven ability to work well as part of a team
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	· 
	
	
	

	Other Requirements

	Essential:
	S/L
	I
	A

	· Flexible approach to working to support timely submission of claims

· Proven record of maintaining Equal Opportunities Policy and practice

· Working knowledge of past and present ER Government funding requirements

· Knowledge of current Data protection 

· Knowledge of Health & Safety practices
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