
HEREFORDSHIRE, LUDLOW AND NORTH SHROPSHIRE COLLEGE
Job Description

Head of MIS, Exams and Reporting


Salary:		LM17 - £59,629 pa

Responsible to:	Chief Finance and Operations Officer

Responsible for:	College-wide Management Information Systems, Exams, data reporting and assurance

Location:		Location at any College Campus considered, with regular travel between College sites required
			

Summary of Post

To lead and oversee the College’s Management Information and Exams functions, providing overall leadership and assurance in relation to learner and curriculum data, funding information, management reporting and examinations. 

To lead the effective use and development of management information and reporting across the College, ensuring that accurate, timely and meaningful information is available to support operational decision-making, performance monitoring and strategic planning.

To provide assurance over the quality and integrity of learner and funding data, statutory returns and examinations processes, ensuring compliance with funding body, regulatory and awarding organisation requirements.

To lead and develop the MIS and Exams teams, ensuring both functions provide effective, compliant and resilient services across all College sites.

HLNSC is committed to safeguarding and promotes the welfare of all learners and expects all staff to share this commitment.

Main duties and responsibilities

This job description is not intended to be a full account of all aspects of the post.  A flexible approach to the duties and responsibilities outlined below is expected. 

MIS, Funding and Data Assurance
· Oversee the College's learner record arrangements and associated processes, ensuring the accuracy, integrity and completeness of learner, curriculum and funding data.
· Oversee the preparation, validation and submission of the Individualised Learner Record (ILR) and other statutory returns, ensuring effective controls and assurance arrangements are maintained.
· Maintain a detailed understanding of DfE and other funding body rules and methodologies, providing expert advice and guidance on complex funding and data matters.
· Provide oversight and assurance that effective processes are in place to support accurate learner data and funding claims.
· Lead the College's learner data assurance processes, ensuring funding evidence and learner records meet audit and compliance requirements.
· Lead and co-ordinate internal and external audits, funding assurance reviews and regulatory investigations relating to learner and funding.
· Monitor key funding, compliance and data quality risks and report concerns, trends and recommendations to senior management.
· Work with the MIS team to ensure significant data quality, funding or compliance issues are identified and resolved effectively 
Management Information and Reporting
· Lead the provision of accurate and timely management information to support operational decision-making, performance monitoring and strategic planning.
· Develop and maintain reporting processes that meet the needs of managers, senior leaders and governors and support external reporting requirements as appropriate.
· Analyse complex learner, curriculum, funding and performance data and present findings in a clear and meaningful format.
· Work closely with curriculum and support departments to improve understanding and ownership of data quality and performance information.
· Support annual planning, budgeting and funding allocation processes through the provision of accurate data and analysis.
· Identify opportunities to improve the quality, consistency and accessibility of College reporting and reduce unnecessary or duplicated reporting activity.
· Work with managers to identify reporting requirements and translate these into clear requirements for data and technical colleagues.
· Identify and co-ordinate College reporting and dashboard requirements, working with the relevant technical colleagues on their development.
· Work collaboratively with the Head of ICT and Data and relevant technical colleagues on the development, testing and implementation of reporting solutions.
· Promote effective use of management information across the College, providing appropriate guidance and support to managers 
Exams Oversight
· Provide overall leadership and oversight of the College's Exams function.
· Ensure appropriate arrangements are in place to maintain compliance with awarding organisation regulations and requirements.
· Ensure effective policies, procedures and quality assurance arrangements are maintained for the Exams function.
· Provide advice and support to the Exams team on significant or complex examinations matters.
· Maintain oversight of examinations inspections, audits and reviews and ensure any significant issues are appropriately addressed.
Systems, Reporting and Process Improvement
· Work closely with the Head of ICT and Data to ensure MIS and reporting requirements are understood and reflected in relevant systems developments.
· Provide business and management information expertise to support the development and testing of reports, dashboards and systems improvements.  
· Identify opportunities to use data and technology to improve processes, reporting and operational efficiency.
· Ensure MIS and Exams requirements are appropriately represented in relevant systems developments.
General Management
· Lead and develop the MIS and the Exams teams, fostering a collaborative and customer-focused service, ensuring high standards of delivery.
· Ensure effective communication and consistency of practice across teams operating remotely and across multiple College locations.
· Manage within the allocated budget to ensure that the College’s Financial regulations and procedures are adhered to.

· Participate in ongoing personal development as a full member of the Operational Management Team.

· Oversee College-wide requirements for MIS and Exams procedures, service standards and operational controls.

· Ensure that all staff reporting to you are made fully aware of their duties in relation to safeguarding, child protection, Prevent responsibilities and H&S issues and that College policy is properly adhered to.

· Champion equality, diversity and inclusion by ensuring compliance with the College’s policies, maintaining a non-discriminatory environment and making sure all staff in your area are trained and aware of their responsibilities.

· Participate in the College’s appraisal system.

· Attend and represent the College at sector specific groups to maintain sector knowledge and professional awareness of developments surrounding learner information management.
· Be prepared to undertake first aid training with a view to becoming a College first aider and observe the College’s Health and Safety regulations and procedures.
· Undertake any other duties as may reasonably be required commensurate with the grade and responsibilities of the post.




PERSON SPECIFICATION

	Specification
	Essential

	Knowledge / Qualifications
	· Degree level qualification or significant professional experience

· Detailed understanding of Further Education funding methodologies and funding rules

· Strong knowledge of ILR requirements, validation processes and funding assurance arrangements

· Strong understanding of management information, data quality, analysis and reporting

· Knowledge of awarding organisation and exam administration requirements.

· Understanding of audit and regulatory requirements relating to learner and funding data

· Understanding of GDPR and data protection requirements


	Experience
	· Experience of managing MIS, learner data or management information within an FE environment

· Experience of ILR, funding compliance and data-assurance processes

· Experience of applying and interpreting DfE funding rules and methodologies

· Experience of data quality management and funding assurance processes

· Experience of producing, analysing and presenting management information and performance reports

· Experience of developing or improving reports, dashboards or management information solutions

· Experience of managing internal and external audit or funding assurance processes

· Experience of leading and developing managers or teams

· Experience of working effectively with internal and external stakeholders


	Personal Qualities / Skills
	· Strong analytical and problem-solving skills with the ability to interpret complex data, funding regulations and technical guidance

· Ability to analyse information and present findings clearly and meaningfully to a range of audiences

· Highly proficient in the use of Microsoft Office, especially Excel, and confident in the use and development of management information and reporting

· Strong understanding of how data and reporting can support performance improvement and effective decision-making

· Strong leadership and people management skills

· Strong organisational skills with excellent attention to detail
.
· Ability to translate business requirements into clear reporting and management information requirements

· Ability to manage multiple priorities, work under pressure and to tight deadlines

· Excellent verbal and written communication skills

· Ability to build effective working relationships with curriculum, support and technical teams

· Practical approach to improving processes and operational efficiency
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