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Job Description

Learner Data/MIS Lead |CATCH
	Perm/Contract:
	Permanent

	Location:
	CATCH, Redwood Park Estate, Stallingborough, DN41 8TH

	Hours:
	08:00 – 16:00

	Reports to:
	TBC

	Team:
	Apprenticeships

	Ref:
	92



About CATCH
CATCH is a membership led, skills, competency and apprenticeship providers supporting the process, energy, engineering and renewable industries in Lincolnshire, Yorkshire, and Humber.
About the role
As part of our continued and planned expansion programme, we are seeking an experienced data/MIS officer, to join our coordination team.
To lead on management information and learner data for the CATCH Apprenticeship provision. The role is responsible for tracking learner journey from onboarding through to exams, provision of good quality information on funding and developing the core information systems. This role is responsible for developing, improving and embedding effective operational practices around student data, management information and related internal and external reports. 


Responsibilities
· Collect, collate and analyse data and statistical information, relating to our apprenticeship programmes
· Provide timely and accurate reports to management, other relevant staff and when required, external bodies and stakeholders
· Plan, prepare and submit monthly funding claims to the ESFA
· Have knowledge of apprentice provider data systems and preferably, e-portfolio systems
· Be highly organised with strong attention to detail
· Be able to work accurately to deadlines in a proactive manner
· Be responsible for the day-to-day management and monitoring of funds, forecasting, data quality and audit compliance
· Be responsible for all aspects of the Management Information System (MIS), including monitoring the learner records database, provision of reporting suites, and the  Individual Learner Records
· Manage date input from recruitment to learner completion
· Regularly present key data to CATCH management team, highlighting any concern
· Offer guidance and support to peers on matters relating to data, funds and system utilisation
· Validating and cleansing datasets to inform accurate data submissions to our funding bodies, ensuring punctuality of submission
· Ensure secure maintenance and storage of source documents, upholding audit standards and GDPR compliance
· To be the institutional contact with Skills Office Network (SON), overseeing the delivery of the contract by ensuring there is a shared understanding of the objectives, timeframes, and measures of success, and driving forward these objectives with both organisations. 
· Building and maintaining records and processes
· Producing and maintaining high-quality user guides and associated documentation
· Providing systems training for various user groups including teaching and assessing staff, apprentices and employers. 
· To undertake a number of system administration tasks to ensure that the data held is accurate and can be effectively used for the management of the apprenticeship journey. 
· Where necessary, to ensure alignment across systems in use by CATCH Apprenticeships ensuring efficiency and reducing duplication. 
· To ensure CATCH Apprenticeships operates efficiently an in compliance within ESFA funding rules and OFSTED requirements, acting as data lead in preparations for inspection or audits associated with the delivery of NVQS and Apprenticeships.
· To ensure compliance with CATCH policies and procedures, including those relating to data protection, and Health and Safety, promoting good practice with colleagues. 
· Any other duties as appropriate in line with the post. 
· Discretion – Makes day to day decisions in accordance with the main tasks of the role and in accordance with CATCH policies and guidelines. 

The duties and responsibilities in this job description are not restrictive and the post holder may be required to undertake other duties from time to time. Any such duties should not however substantially change the general character of the post.

Candidate requirements
Essential

· To have demonstrable experience as the Superuser of a client, student or apprenticeship management system. 
· To have experience as a system administrator, updating and maintaining records on a day-to-day basis. 
· Experience in delivering projects to set deadlines, including scoping, delivering, and evaluating projects and creating supporting documentation. 
· MS Excel/Visual Basic
· Excellent interpersonal, presentation and communication skills, both verbal and written 
· Excellent organisational and time management skills
· Ability to use own initiative and pay close attention to detail
· The ability to negotiate and influence others to collectively achieve set goals
· The ability to problem-solve
· The ability to gather complex requirements and apply suitable solutions
· A good understanding and technical competence of databases and web based technology
· The ability to communicate and provide training of electronic processes to user groups
· The ability to manage use of time effectively and deal with conflicting priorities
· The ability to act with high levels of discretion and confidentiality
· The ability to work both on your own and as part of the administration team, to undertake required activities that ensure all administration tasks relating to the apprenticeship programme, are completed timely and accurately


Desirable 
· Experience working in an Education Institution
· Experience delivering systems-based training to different user groups.	
· Understanding of training, apprenticeships and skill development and relevant qualification systems/awarding bodies

Work Environment
· Work Demands – The post holder will be required to work to overall targets set by the Chief Executive and the CATCH Board of Directors. 
· Working Conditions – The post holder will be based at the Apprenticeship Delivery Centre for delivery of training and have flexibility to either come into the office or work from home on “non-contact days”. 

General 
· Confidentiality - To manage the learners and learning environment with due respect to government guidelines on Safeguarding, Prevent and Data Protection and all CATCH procedures pertaining to these initiatives. 
· Safeguarding- The role will involve regulated activity relevant to children as you will be teaching, training and/or instructing children in a classroom environment. It will also be your duty to recognise and report any safeguarding incidents that you become aware of.
· HCF CATCH LTD is dedicated to and recognises our moral and statutory responsibility to safeguard and promote the welfare of all apprentices, learners, service users and staff. All those involved in training must adhere to the ethos that ‘it could happen here’ to reinforce the protection of individuals and the identification/reporting of concerns.
· HCF CATCH LTD recognises the importance of providing an ethos and environment that will help apprentices and learners to be safe and feel safe, secure and respected; encourage them to talk openly; and enable them to feel confident that they will be listened to. We are alert to the signs of abuse and neglect and follow our procedures to ensure that children, young people and adults receive effective support, protection and justice.
· HCF CATCH LTD has a zero tolerance approach to abuse and any other harmful behaviour.
· The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020)- provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website. Please note any criminal convictions except those 'spent', or otherwise ‘protected’, under the Rehabilitation of Offenders Act 1974.
· The role is dependent upon the completion of a successful DBS certificate.
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