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	Job title: MIS Business Partner
Reporting to: Head of Funding & MIS 
Base: Ilkeston and across all College sites as necessary. A hybrid work model can be negotiated  


	Hours  37 hours per week, 52 weeks per year
Contract Type Support
Holidays 20 per year subject to service increases of 5 additional days after 5 years, 
                plus 6 College closure days where applicable and 8 statutory days per year
Salary £27,765 per annum

	Job Purpose

The Management Information Business Partner acts as the key link between curriculum, support teams, and the MIS/funding function. The role ensures that data is accurate, timely, compliant with ESFA so it can be used effectively to support strategic decision making.
This role provides expert advice on funding, ILR requirements, reporting, performance metrics, and the use of systems, enabling teams to, improve quality, and deliver an excellent student experience.

	Key Responsibilities

•	To effectively and efficiently line manage an MIS Assistant.

Data Quality, Compliance & Funding
· Ensure curriculum teams understand and comply with ESFA funding rules, ILR requirements, and audit expectations
· Provide expert guidance on planned hours, RPL, programme structure, additional hours, and subcontracting (if applicable)
· Work with curriculum teams and wider college departments to process their data and resolve data quality issues, including enrolments, withdrawals, transfers, and qualification aims.
· Support the annual ILR and curriculum planning cycles
· Monitor and advise on key compliance risks highlighted in PDSAT, FRM reports, and internal audits
· Analyse trends and highlight risks or opportunities
· Work closely with Quality teams to support self‑assessment
· Work in conjunction with Timetabling to ensure the accuracy of timetables which feed into the attendance monitoring system
Business Partnering & Support

· Act as the primary MIS contact for a designated group of curriculum areas.
· Build strong working relationships with Heads of Department, Programme Leads, and support teams.
· Attend curriculum meetings to provide insights and guidance on performance, recruitment, retention, and funding utilisation.
· Train and support staff in the effective use of MIS systems, dashboards, registers, and reporting tools.
· Support other MIS Business Partners during peak periods or when workload requires, ensuring consistent service across all curriculum areas.

Systems & Process Improvement

· Work with MIS colleagues to improve internal systems, processes, and data collection methods.
· Support upgrades or implementations of MIS platforms, digital forms, dashboards, and data capture tools
· Identify opportunities to streamline workflows, reduce errors, and improve staff/student experience.

· Contribute to guidance documentation, training materials, ensuring these are always version controlled and up to date.
General Responsibilities

· Participate in staff training events to maintain relevant skills and knowledge as appropriate, and to take responsibility for one’s own professional development.
· To demonstrate flexibility in responding to changing demands in personal, sectional or the Colleges workload.
· Undertake any other duties, commensurate with the grading of the post
· 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

Essentials
· Ability to work collaboratively across multiple curriculum and support areas, coordinating activity to ensure data accuracy, compliant processes, and achievement of agreed deadlines.
· Experience of leading or driving change within data, curriculum, or funding processes, ensuring colleagues understand new requirements and adopt improved ways of working
· Excellent communication skills, with the ability to explain complex data and system requirements clearly to a wide range of stakeholders.
· Strong organisational skills, able to manage high‑volume workloads, competing priorities, and tight deadlines
· Ability to proactively identify solutions to problems, including researching answers, interpreting guidance, or presenting well‑reasoned solution options when escalating queries.
Desirable 
· Experience working within an MIS or data‑focused role in a large FE college, or providing direct support to curriculum teams on data, ILR compliance, or funding.
· Ability to analyse and interpret complex data



	Knowledge

Essentials
· Knowledge and use of Microsoft Excel and other Office applications.

Desirable 
· Knowledge and practical experience of working with FE College Management Information Systems
· Knowledge of the Further Education sector, including ESFA funding methodology, ILR requirements, study programme rules, planned hours, and audit expectations





	Qualifications

Essentials
· Level 2 English and maths
· A minimum of a Level 3 qualification
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