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	Details:

	Job Title
	ILR Officer

	Department
	MIS

	Name of line manager & title
	Director of MIS & Exams

	Salary (point or range)
	£19,957 per annum

	Location/Hours
	37 hours per week 

	Disclosure Barring Check Level 
	Enhanced Disclosure Barring Checks – children and adults

	Pension Scheme
	Local Government Pension Scheme


	Introduction and Job Purpose 

	To assist in the efficient operation of the quality of data within the Management Information Services department.  

The post holder will be responsible for developing, implementing and maintaining data quality compliance across MIS.  The post holder will play a key role in developing data quality standards to coincide with audit requirements/government body funding returns.  



	Key Accountabilities

	1 Support, at all time, the aims and objectives of Macclesfield College.



	2 Prepare timely and accurate data returns and statistical reports for the College and external bodies to ensure the college adheres to ESFA and other external contracts.


	3 Develop, implement and maintain processes and procedures to ensure completeness and accuracy of learner record data and ensure that data is held in compliance with Individual Learning Records (ILR) and audit requirements.



	4 To document procedures to ensure the College has a secure audit trail for its external funding.


	5 Create ILR report, using the FIS software, removing errors/warnings as appropriate to ensure college data is as reliable as possible.


	6 Liaise with other college staff to ensure integrity and consistency of the data in order to maximize funding for the business in line with the funding guidance.



	7 Run DSAT/SCORE reports to highlight errors/inconsistencies with data and remove/amend as appropriate.


	8 Maintain and develop a thorough understanding of the latest ESFA/HEFCE funding methodology to assist with the understanding of the data quality checking.  



	9 Assist with developing the validation rules within the pro-solution package to enable the enrolment team to add data into the system that complies with latest funding requirements.  


	10 Liaise with apprenticeship team to ensure accuracy and compliance of data in accordance with the apprenticeship funding regulations.

 

	11 To create and maintain ULN’s for all Learners.


	12 Work closely with MIS Team on all aspect of the role to provide the necessary support as and when required.



	13 Attend MIS and Examinations Team meetings to ensure that the workflow between the departments is efficient and meets the needs of this essential support service for learners.



	14 Undertake any other responsibilities commensurate with the grade of the post.



	15 To undertake all aspects of the post in accordance with the College’s Equality and , Health and Safety and Safeguarding policies and schemes



	16 To comply with the College’s Data Protection policy in relation to the collection, use, storage and disposal of personal and/or sensitive information



	17  To undertake any other duties as may reasonably be expected, commensurate with grade, both within and, where required, external to the College




	Special Features

	 Some occasional evening and weekend work may be required
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	Details:

	Job Title
	ILR Officer

	Department
	MIS 


AF = Application Form

QA = Qualification Audit

I = Interview

T = Task
	Qualifications
	Desirable / Essential
	Assessment Methods (AF/QA/I/T)

	5 GCSEs at Grade C or above ( must include Math’s and English at minimum of Grade C or nationally recognised equivalent
	E
	AF /QA

	Nationally recognised IT qualification (for example ECDL, ITQ, GCSE or GCE)
	D
	AF/QA


	Skills & Abilities
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Excellent communication and interpersonal skills with all levels of customer 
	E
	AF/I

	Good personal IT skills with the ability to use a range of standard software packages.
	E
	AF/I

	Ability to prioritise a busy workload to ensure targets and deadlines are met. 
	E
	AF/I


	Experience and Knowledge
	Desirable / Essential
	Assessment Methods

(AF/QA/I/T)

	Experience of submitting timely ILR returns
	D
	AF/I

	Awareness of government funding within an FE environment
	E
	AF/I

	Knowledge of Pro-solution in an MIS setting
	D
	AF/I

	Experience of using third party analysis tools e.g. DSAT/SCORE
	D
	AF/I

	Team worker with a positive attitude to sharing skills and information 
	E
	AF/I

	Flexible approach to workload in a busy environment
	E
	AF/I

	Knowledge of Microsoft Office Suite and experience of applying it effectively in the workplace
	E
	AF/I/T



                      Line Manager
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