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Job Description
Job Title:
           Senior Officer:  Contract Performance and Compliance


Responsible To:
Pathways Training Manager
Job Purpose:
To lead the compliance process within Pathways to improve contract performance and data accuracy across the provision.


To manage the contract performance and ensure the financial values are consistently met.
Principal Responsibilities
1. To facilitate effective processes to ensure data and supporting evidence is accurately collated and recorded on all delivery across the provision;
2. To lead and co-ordinate robust audit activities to check the accuracy of data and evidence ensuring contract compliance is adhered to at all times;
3. To manage monthly financial profiles for the work-based learning contract monitoring under and over spend against contract;
4. To provide accurate monthly financial reports to the Pathways Training Manager to support timely adjustments in delivery to ensure the annual contract is fully utilised;
5. To manage the Administration Team within the department ensuring the timely collating and recording of data and evidence meets the requirements of the work-based learning contract;
6. To manage effective processes that will ensure appropriate evidence is available to validate the receipt of funding for learners on programme;
7. To manage the performance of sub-contracted provision, including, the monitoring of financial performance, attainment and outcomes and the compliance of data and evidence;
8. To monitor the sub-contractor’s progress against the Service Level Agreement;
9. To manage the process of training allowances and travel expenses being paid to non-employed learners;
10. To manage the process of collating appropriate documentation and facilitating monitoring arrangements for the health and safety of all learners;
11. To manage the monthly claim returns to Skills Academy Wales in a timely manner;
12. To ensure GDPR guidelines are met across the provision for both learners and staff and be responsible for the continuous achievement of ISO27001 and Cyber Essentials Plus;
13. To manage the collation of performance data and be responsible for the production of the WBL24 reports, including, starts, leavers, attainment/outcomes, early leavers and suspensions for all occupational sectors across all programmes;
14. To provide the Pathways Training Manager with monthly reports on performance data, identifying areas of under-performance and areas of concern;
15. To report to Skills Academy Wales on the contractual performance of Pathways Training;
16. To contribute to the self-assessment process providing validated data and evidence that will support continuous improvement;
17. To manage effective processes to ensure learner registrations with the appropriate Awarding Body and WEST assessments are carried out within the required contractual timeframes;
18. To ensure robust processes are in place to ensure the timely claiming of qualifications and framework certificates; 
19. To support the Pathways Training Manager with the recruitment and selection of new business support staff within the department;
20. To manage an effective archiving system ensuring that information is accessible for internal and external audit;
21. To support the staff in the use of the Smart Assessor e-portfolio and digital enrolment system and to generate and act on performance reports relating to the delivery of qualifications;
22. To monitor the attainment of learners on other programmes and ensure data and documentation is collated and secured to meet the requirements of the respective contract(s);
23. To ensure all documentation collated, uploaded and stored meets the requirements of the Welsh Government’s Work-Based Learning Programme Specification and European requirements;
24. To effectively market the provision to meet the needs of learners and employers to maximise contractual targets;
25. To attend regular team and staff meetings;
26. To achieve attainment and profile targets set in appraisal;
27. To keep abreast of changes in provision as directed by the Welsh Government and any other relevant external agencies;
28. To contribute to the development of the curriculum.

College Responsibilities 

1. To actively promote the Diversity agenda within the College;
2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 
4. To contribute to and represent the overall visions and values of the College;
5. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001;

6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
7. To adhere to all College policies and procedures;
8. To undertake professional development as required; and
9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Manager which may lead to revisions in light of the operational requirements of the College.
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