JOB DESCRIPTION & PERSON SPECIFICATION

Job Title:

Audit & Compliance Coordinator

Job Ref No:               REQ000144
Contract type:
Permanent


Hours per week:
Full Time – 36½ hours per week

Term-time only:
No

T&Cs:


Business Support

Band:


D

Salary:

£20,400 to £22,300 per annum
Location:

South & City College Birmingham*

*Post-holders can be required to work at any College Centre

Responsible to:
Head of Audit & Compliance
Aims of Job/Job Purpose

To be responsible for the day-to-day administrative processes within the Audit and Compliance team.
Continue to develop and maintain comprehensive, integrated and management systems to meet all contract, inspection and audit requirements.

Key Accountabilities and Responsibilities

· To assist in the data quality process and production of accurate and timely data returns. 

· Prepare files and data for internal and external audit.
· Liaise with all teams across the college and external partners to ensure submission with the audit and compliance process in a timely manner.
· Ensure Service Level Agreements/Partnership agreements are monitored. Disseminate information to internal and external partners.

· Create and maintain records for partner payments/invoicing including liaison with finance on reconciliations and payments.
· Provide training on paperwork and processes for College and partner staff.
· To be aware of and understand the current funding methodology.
· Organise and co-ordinate regular partner meetings to review contract(s) and progress.  Take a lead in chairing these meetings where necessary.

· Monitor and report on tracking progress of partnership performance. 

· To assist with staff development across the college.
· Undertaking any duties commensurate with the post.
Other Duties and Responsibilities
· Complying with internal and external quality standards and contributing to the College’s strategic aims.
· Complying with and putting into operation the college and division policies, procedures, and health and safety regulations.
· Supporting the protection and promotion of both staff and student welfare, particularly with regard to upholding the College’s Equal Opportunities policy.
· Maintaining confidentiality in relation to all College information. Duties which include the processing of any personal information of staff or students or any details about other educational services must comply with Data Protection Legislation and not be divulged without authorisation.
· Participating in the College’s Appraisal schemes, such as ISAR (Individual Self Assessment Reports), and undertaking any training, including CPD (Continuous Professional Development), as required.
· Liaising with other Audit and Compliance staff to ensure an effective, consistent approach across the college.
PERSON SPECIFICATION
	Characteristic
	Essential
	Desirable
	Evidence

	Hold NVQ Level 3 or equivalent
	(
	
	Application Form/Interview/Qualification Certificates

	Experience, Knowledge and Understanding of audit and compliance and funding regulations

	(
	
	Application Form/Interview/ Assessment

	Experience of working within a customer focused environment

	(
	
	Application Form/Interview

	Demonstrable administrative and organisational skills
	(
	
	Application Form/Interview/ Assessment


	Excellent IT skills to include Microsoft Office packages
	(
	
	Application Form/Interview/

Assessment


	Experience of collating information and attention to detail.


	(
	
	Application Form/Interview/

Assessemnt


	Experience of working within a team 


	(
	
	Application Form/Interview

	Demonstrable communication skills 
	(
	
	Application Form/Interview 

	Demonstrable numeracy and literacy skills
	(
	
	Application Form/Interview/

Assessment/Qualification Certificates


	Demonstrable record of working flexibly and using own initiative

	(
	
	Application Form/Interview

	Experience of working to pressure and tight deadlines

	(
	
	Application Form/Interview

	Demonstrable record of achievement against objectives and targets


	(
	
	Application Form/Interview


