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Job Summary

	Post Title
	ILR and Data Co-ordinator – ILR Team
	Proposed Pay Grade
	Grade 4

	Directorate 

Service Area
	HR and OD
	Line Manager
	MIS Manager

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	85000145

	If existing post is the post title changing? If yes state both
	Y/N

Existing title

New title

	JE/GAR reference number (Mandatory for existing posts)
	
	Work Location
(state Council office)
	Adult Learning Centre Quarrendon

	Work style
(Delete as applicable)
	Fixed / On the Go / Mobile / Any desk
	Job Family
&
Role Profile
	Business Support and Information
BSI04O

	DBS Check Required?
(Delete as applicable)
	YES

If YES state level of DBS required:
Basic

	Politically Restricted Post?
(Delete as applicable)
	No / Yes – Specified / Yes – Sensitive

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	To manage the processes required for the preparation and entry of all post-enrolment data into the Management Information System (EBS) in a timely manner, to ensure its completeness and accuracy in order that the Service may meet the requirements of external funding bodies and its own internal monitoring strategies.  To ensure the completeness of documentation required as audit evidence by the Education and Skills Funding Agency (ESFA) and other funding bodies.


	Main Responsibilities and Duties

	· Oversee the collation and entering of curriculum course planning information to form the service course file at the beginning of each learning period, ensuring that it meets the needs of data returns and the service as a whole. 
· To ensure accuracy and completeness of data in the Individualised Learner Record (ILR).  To assist in preparing the ILR for submission to the LSC.
· To regularly use standard industry tools (including FIS and PDSATS) as well as external and internal reports to monitor the quality and correct the Enrolment data held in EBS.
· To highlight any problems arising from these procedures and provide feedback or training in order to eradicate inaccuracies and inconsistencies in data where appropriate
· To oversee the issuing and the monitoring of the return of learning agreements for each learning episode on EBS each year
· To ensure that termly/ annual learner records are recorded accurately and according to the specified time schedule.
· To oversee the collection of completion data and interpretation of data thereon for completion of the ILR for all finished courses at the end of each learning period i.e. last date of attendance, % for attendance or destination
· To oversee the retaining of all documentation required for audit evidence by the ESFA.
· To provide the MIS Manager with support to ensure the Adult Learning Service is able to provide information to meets its statutory requirements with respect to audit, external funding agencies and both Services performance criteria.
· To ensure that at all times procedures and storage of data are in accordance with GDPR
· To keep abreast of external funding methodology and data requirements, advising Management and curriculum teams as required.
· To deliver updates and training to service who regularly enter data as part of their role.
· To close and finalise data at the end of each learning period in an efficient and timely manner.
· To assist the MIS manager in developing and maintaining appropriate procedures and practices for use of EBS and ensuring that all relevant staff are kept well informed regarding these.
· To liaise and maintain good working relationships with outside agencies and promote the Service in a range of settings.


	Accountability

	· If this role manages a budget please state the size of the budget: n/a
· If this role monitors a budget please state the size of the budget: n/a
· How many direct reports does this job have in its reporting line? Please also indicate the grade/range of the direct reports and which legacy organisation’s terms this relates to. (e.g., BCC, AVDC, WDC or CSB) None
· How many indirect reports does this job have in its reporting line? none

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	
	

	1 year
	P
	Monthly ILR returns, Closing Learning periods at end of each term ~4mohths with special considerations at end of Academic year

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Broad experience within the service area backed by evidence of appropriate specialist knowledge.
	Experience of working for an FE provider in a data compliance role 
	
	

	Authoritative knowledge of the specialist work practices, systems, policies, procedures and professional guidelines relevant to the work area.
	Excellent understanding of FE funding rules and reporting requirements
	
	

	Excellent ICT skills including use of Microsoft applications and specialist systems.
	Experience of using Government websites and tools for cleaning and submitting Funding returns
Experience of maintaining and monitoring Enrolment data in an MIS system such as EBS
	
	

	Excellent written and verbal communication skills and relationship building skills.
	Able to communicate complex funding issues simply and effectively to managers and colleagues alike
	
	

	Good planning and organisational skills, with proven ability to prioritise workloads, monitor and evaluate work, to ensure deadlines are achieved.
	Meeting monthly ILR submission deadlines, closing down Learning periods in a timely fashion to a high standard of data accuracy.
	
	

	Numerate and accurate with good attention to detail.
	
	
	

	Proven initiative and judgement to identify and resolve problems.
	Identify issues with the ILR data both immediately obvious and those that require more analysis and investigation to uncover
	
	

	Experience of implementing change is desirable.
	
	
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Educated to NVQ 4 / HND / BTEC standard or equivalent.
	
	

	Level 2 English and Maths (or working towards)
	
	

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role (tick as appropriate)
	
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	*For all other post regardless of whether require a Basic check or no check at all
This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	






Y









	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







