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Job Description
Job Title:


Data and Management Information Officer 
Responsible To:
Skills Academy Wales Manager
Job Purpose:
To oversee the collation and analysis of data across the Work-Based Learning Partnership and, through robust auditing, ensure documentary evidence meets contractual compliance.

Principal Responsibilities
1. To ensure reliable data is collated from each sub-contractor organisation and carry out a monthly reconciliation of information against contract volumes;
2. To produce management reports for the Skills Academy Wales Manager to validate financial claims;
3. To collate and undertake an analysis of performance information and produce monthly Learner Outcome Reports;
4. To assist the Skills Academy Wales Manager in the collation of monthly returns from sub-contractor organisations in readiness for timely submission to the Welsh Government;
5. To undertake robust audits of sub-contractors’ data and information in accordance with the Work-Based Learning Programme Specification and contractual requirements;
6. To provide verbal feedback to the sub-contractor on the findings of the audit;
7. To provide the Skills Academy Wales Manager with the outcomes of the audit to assist in the development of an Audit Report and Action Plan;
8. To assist the manager in supervising the administration team;
9. To provide guidance and support to partnership managers and data personnel in support of the management of their contract offer;
10. To provide guidance and training to partnership data personnel for the Digital Platform (Smart Assessor) and be the main point of contact for system issues;
11. To manage the Maytas database and, in the absence of the Skills Academy Wales Manager, ensure all learner data is transmitted electronically via the LLWR to the Welsh Government by the specified deadlines;
12. To assist the Skills Academy Wales Manager in producing and updating programme documentation to ensure it is valid and up-to-date;
13. To attend Compliance meetings to ensure that sub-contractors’ data personnel are accurately processing, administering and auditing information consistently across the Work Based Learning Partnership;
14. To assist the Skills Academy Wales Manager in preparation for external audits from the Welsh Government and European Audit Office;
15. To maintain and review the social media site, external website and shared access point to ensure that information remains up-to-date;
16. To attend Partnership meetings and produce minutes;
17. To provide appropriate administrative support for the Skills Academy Wales central team by liaising with sub-contractor organisations and College departments;
18. In the absence of the Skills Academy Wales Manager, be responsible for liaising with Welsh Government officials and be the first point of contact for all contractual issues;
19. To work with other external agencies as appropriate;
College Responsibilities

1. To actively promote the diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems;

4. To contribute to and represent the overall visions and values of the College;

5. To adhere to all College policies and procedures;
6. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
7. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;

8. To undertake professional development as required; and

9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the HR Manager, which may lead to revisions in light of the operational requirements of the College.

