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	Job Title: Head of Funding, MIS and Exams
Reporting to: Director of MIS, Funding and BI
Base: Ilkeston Campus 


	Hours: 37 hours per week, 52 weeks a year
Contract Type:  Management 
Holidays: 35 per year pro rata plus 6 College closure days where applicable and 8 statutory days per year.
Salary: £49,000 per annum


	Job Purpose 

To provide leadership, development and co-ordination of the College’s student data and information to provide high quality reliable data and information to support the College with funding compliance and management decision-making.   This role involves overseeing the collection, analysis, and reporting of student data, ensuring compliance with all external regulatory bodies, and the successful delivery of high-quality examination and assessment services. The post-holder will work closely with academic and administrative staff to ensure the efficient and effective use of MIS systems and that examinations are conducted in line with national standards and regulations


	Key Responsibilities 


Leadership and Management 

•	Lead the MIS and Exams functions, ensuring efficient and effective operation of all team functions

•	Provide line management support, including setting objectives, conducting appraisals, providing training, and ensuring a high level of team performance

•	Line management of the MIS Business Partners, ILR Coordinator, Timetable Co-ordinator and Exams Manager 

•	Develop and implement strategies to improve data quality, reporting systems, and data-driven decision-making across the institution.

•	Ensure that MIS systems are aligned with the college's objectives, and are flexible to accommodate changing requirements

•	Ensure DCG is fully compliant with the ESFA funding and audit requirements, to minimise the risk to the College and safeguard funding. Providing support, advice and guidance on funding and compliance queries raised internally and externally.

•	Promote a culture of collaboration, high performance, and customer service within the teams

Management Information Systems 

•	Oversee the maintenance, development, and integration of the college’s MIS software ensuring they are up-to-date and meet the college's operational needs

•	Oversee the operation of the college’s MIS, ensuring the accuracy, security, and accessibility of all student data

•	Collaborate with others on the integration of MIS data with other college systems (e.g., student records, finance, timetabling, etc.)

•	Develop and implement data governance and quality assurance processes

•	Work with the ILR coordinator to ensure the timely and accurate submission of government funding claims and other statutory returns

•	Work closely with the Head of Reporting to ensure that the College produce accurate and regular reports on student performance, attendance, progression and retention

Rooming and Timetabling:

•	Oversee the creation of the college's timetable activity, ensuring that it meets the needs of students, staff, and the curriculum

•	Work closely with academic and support departments to ensure that all rooming and scheduling requirements are met effectively and efficiently


Exams Management 

•	Head the Exams function to ensure the effective running of all examination processes, including planning, administration, and compliance

•	Ensure compliance with all relevant awarding body guidelines, regulations, and standards in relation to exams

•	Support the Exams Manager to coordinate exam schedules, rooming, invigilation, and special requirements for students

•	Oversee the accurate recording of exam results and the production of certificates

•	Handle exam-related queries and resolve any issues that arise in a professional manner


Compliance and Data Protection


•	Ensure that all data management practices comply with GDPR, college policies, and regulatory requirement

•	Ensure DCG is fully compliant with the ESFA funding and audit requirements, to minimise the risk to the College and safeguard funding. Providing support, advice and guidance on funding and compliance queries raised internally and externally.


Management responsibilities:

•	Be responsible for implementing and monitoring College and individual department policies/procedures to ensure the health, safety and welfare of all persons within your area of control. 

•	Ensure that all persons within your area of control are provided with appropriate information, instruction, training and supervision so as not to compromise their health, safety or well-being







	Person Specification 

	Competencies

Essential

· Strong leadership, communication, and interpersonal skills with the ability to engage effectively with a wide range of stakeholders
· Experience of overseeing a variety of projects, responding positively and rapidly to changing environments/situations.
· Demonstrable experience of improving efficiency and effectiveness of business processes



	Knowledge & Experience 

Essential
· Experience in managing and leading teams, with the ability to inspire, motivate, and develop staff
· Knowledge of the Further Education sector and the regulatory environment for exams and MIS is essential.
· Knowledge of the requirements of all FE funding streams including OfS
· Technical knowledge of student records systems and performance management systems
· Proven experience in managing examinations and assessment processes, preferably in a leadership or senior role


Desirable
· Knowledge and practical experience of working with EBS.
· Knowledge and practical experience of funding audits



	Qualifications

Essential 
· Level 2 English
· Level 2 Maths

Desirable: 

· Management qualification at level 5 or above or substantial managerial experience
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