JOB DESCRIPTION 
JOB TITLE:
                 Apprenticeship and Data Team -Apprentice

SITE:                                     PONDERS END (but will be required to work at both centres)
HOURS OF WORK:
 35 hours per week

REPORTS TO:                  MI and Compliance Officer with support from Finance Manager
PROBATIONARY PERIOD: 6 Months

SALARY BANDING:     TBC

PURPOSE OF JOB:
The post holder will be responsible for supporting the MI and Compliance officer in ensuring that that income earned by the organisation each month is claimed accurately and that the required documentary evidence to support these claims is in place. S/he will be responsible for audit and administration in line with our quality assurance systems S/he will also contribute to the effective day-to-day operation of the organisation by providing required information to the centre’s and to the Quality Improvement manager. 
KEY RESPONSIBILITIES:
· Monitoring apprenticeship completion by planned end date.
· Ensuring that all learners included in funding submissions are in-learning meet ESFA attendance requirements.
· Carrying out internal audits and system compliance checks

· Ensuring that learner participation data (such as length of stay and programme hours) does not raise any funding body audit concerns.
· Ensuring the organisation is fully prepared for external systems and compliance audits.
· Supporting the Data and MI officer by generating data reports covering minimal areas of provision delivery

MAIN DUTIES:

· Keep up to date with ESFA funding guidance, interpreting it correctly, ensuring that all relevant staff have the information they require, and that senior management are aware of systems and documentation that needs to be in place.

· Ensure that individual learner records and all required documentation for learner starts, achievements and completions on all programmes is accurately completed. 

· Supporting the processing of learners on all programmes on the PICS management information system.
· Understand and report error queries raised by the ESFA once returns have been submitted.
· Understand PDSAT reports and supporting the notification of senior management of any identified risk indicators.
· Keep track of incentive payments and contributions that are due. Send monthly report to finance so that employers can be paid and invoices in respect of contributions can be raised.

· Provide breakdowns of awarding body invoices ensuring they are allocated to the correct cost centre. Internal quality assurance audits of learner documentation highlighting all areas of concern identified and providing reports to senior managers and other relevant staff.
· Calculate and keep track of Apprentice Off the Job Learning (OTL) hours highlighting variances that are causes for concern.
· Highlight any discrepancies between OneFile and PICS

· Understand PICS and OneFile MI systems.
· Support the Finance and Performance Manager and Deputy CEO in preparing for and facilitating ESFA and other external compliance audits.

· Liaise with centre teams each month, before the ESFA submission, and ensure that all learners listed as on-programme are attending.
· Supporting the MI and Data Officer with archiving for the company and that it is performed correctly, and records maintained accurately.
· Gathering information from employers to populate the sign-up paperwork and sending out for signature confirmation with support from the MI and Data officer. 

· To ensure Valid Employer Liability Certificate has been obtained and on file and renewed certificates are secured from employers within one month of expiry date.

· To ensure all live placements and apprenticeship employers have a valid health and safety Risk Assessment.

· Produce and circulate apprenticeship handovers to centre teams and assessors once all documentation has been complete.

· Provide administrative support to MI and Data officer and centre teams when required.

· Prepare and maintain files for apprenticeship learners.

· To support the MI and Data officer in the running of monthly reports.

· To liaise with employers to secure signed contracts of employment/ employer declarations for all apprentices.

· Comply fully with GDPR and data protection requirements. 

· Become familiar with, and put into practice, First Rung’s Health and Safety, Safeguarding and Prevent Policy and procedures.

· Comply fully with health and safety policies and risk assessments in the centres. Become familiar with, and put into practice, First Rung’s Equal Opportunity Policy and other policies and procedures.

· All staff employed by First Rung are responsible for safeguarding and promoting the welfare of the young people and vulnerable adults they are responsible for and  come into contact with, following First Rung’s own safeguarding and Prevent policy and practices.

.
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           Date: ………………………
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