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	Job Title: Apprenticeship Manager – Audit & Compliance
Reporting to: Director of Data and Business Intelligence
Base: llkeston Campus

	Hours:   37 hours per week, 52 weeks per year          
Contract type: Management
Holidays:  35 days per year plus 6 College closure days per year where applicable and 8 statutory days       
Salary:   £44,218 per annum  


	Job Purpose

To lead Derby College Group’s apprenticeship funding assurance, compliance, and audit activity, ensuring adherence to funding rules, regulatory requirements, and internal governance.

The postholder will act as the College’s subject matter expert, overseeing compliance, risk, data integrity, and audit readiness to safeguard funding and minimise financial, regulatory, and reputational risk..

	Key Responsibilities

The postholder is responsible for:

· To lead the College's apprenticeship funding assurance framework, identifying, assessing and mitigating funding and regulatory risks, ensuring robust evidence is maintained to support DfE funding claims and external audit requirements.
· Monitor changes in DfE and Apprenticeship Service policy, funding rules and audit guidance, assessing organisational impacts and implementing required change
· Overseeing apprenticeship compliance processes, procedures, and audit requirements across the entire apprenticeship provision.
· Reviewing and updating documentation to ensure it remains audit compliant and aligned with funding rules.
· Managing the Compliance Team and ensuring apprenticeship sign-ups and employer funding approvals are completed promptly.
· Undertaking monthly reconciliations of employer incentive payments and co-investment payments.
· Acting as the central point of contract for internal and external audits and managing resulting action plans.
· Develop and maintain a risk-based compliance monitoring programme, reporting emerging funding and compliance risks to senior leadership and recommending mitigating actions.
· Manage and support the EPA Administrator, ensuring timely and accurate administration of gateway, EPA registration, assessment scheduling, results processing and certification activities
· Ensure robust tracking and reporting systems are in place to monitor learners approaching gateway, EPA readiness, EPA outcomes and certification

Staff and Team Management
 
· Management of relationships with key stakeholders (internal and external)
· Manage and develop your team to monitor compliance.
· To manage and work collaboratively with your team and those in support roles, to ensure efficient cohesive teamwork to achieve national, local and College KPIs etc.
· To inspire your team to identify improvements by sharing ideas and increasing their knowledge / awareness of cross College strategies.

Data Management

· Ensure the accuracy, completeness and auditability of apprenticeship ILR data, coordinating data validation activities and investigating funding anomalies.
· Manage the reporting and analysis of accurate and timely data using agreed college data reporting. and tracking systems; and the maintenance of appropriate records and documents ensuring they are up to date and accurate.
· To support and contribute towards the development / maintenance of quality systems in relation to the delivery of the College’s apprenticeship provision.

Continuous Improvement

· To be responsible for monitoring and improving the quality of all aspects of the provision in your area, identifying and building on good practice within your team and across Contracts.
· To manage and monitor your team’s adherence to College Apprenticeship Procedures and Guidelines, using appropriate standard tracking, forms, communication methods etc.
· To attend conferences when identified and maintain up to date knowledge on all funding and Levy requirements and update DCG systems and procedures.

Team Management

· Establish and maintain effective leadership and communication, particularly with own team, and the employer partnership contracts.
· To complete staff induction to include new staff training programmes and identify ongoing support and training.
· To be responsible for undertaking appropriate performance management reviews for staff.
· Involvement in disciplinary and grievance procedures.

· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	Person Specification 

	Competencies

Essential 
· Strong analytical skills with the ability to interpret complex funding data
· IT literate and comfortable working with different IT systems and processes, including Microsoft Office.
· Excellent organisational and communication skills at all levels.
· High level of interpersonal skills.
· Ability to manage time effectively.
· Able to work as an effective team member.
· To use initiative and be highly flexible/adaptable
· Highly self-motivated and able to motivate/inspire confidence in others.


	Knowledge & Experience 
	
Essential 

· Detailed knowledge of current Apprenticeship Funding Rules
· Experience preparing evidence for funding assurance reviews and external audit.
· Experience of ILR validation and Individualised Learner Record requirements
· Understanding of apprenticeship data returns and funding calculation
· Experience managing a team and overseeing a variety of projects.
· Evidence of responding positively and rapidly to changing environments/situations.
· Understanding of EPA requirements, EPAO relationships and apprenticeship completion procedure
	

	Qualifications - You are required to provide valid certificates as proof of all qualifications

Essential
· Level 2 English
· Level 2 Maths

Desirable
· Management Qualification 
· Level 2 ICT or equivalent
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