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JOB DESCRIPTION
Job Title: Head of MIS & Reporting
Responsible for: Management Information Systems & Data, Funding & ILR Returns, Reporting & Examinations, Admissions & Enrolment, Learner Support & Bursaries, Student Support Services
Line Manager: Chief Operating Officer
Contract: Salary dependent on experience
[bookmark: job-purpose]Job Purpose
· Act as the college’s expert on funding and reporting across FE, HE, Apprenticeships and other funding streams, advising senior leaders on opportunities, implications and risk.
· Deliver accurate, insightful and timely data to support college-wide decision making, planning and performance evaluation.
· Support the annual curriculum planning process with robust supporting data and analysis.
· Develop and continually enhance MIS and data systems to improve the learner journey, streamline processes and maximize user experience.
· Ensure that external funding returns are accurate, timely and compliant with DFE and other regulations, and that internal data supports audit-readiness and funding compliance.
· Inspire and manage high-performing teams delivering admissions, enrolment, examinations and student services.
· Collaborate closely with finance to ensure seamless financial forecasting and reporting and manage learner support and bursary funds.
· Foster a culture of data-driven decision-making, innovation, compliance and continuous improvement.
[bookmark: specific-duties]Specific Duties
[bookmark: mis-data-leadership]MIS & Data Leadership
· Provide leadership and oversight for the college’s MIS and data systems, ensuring that data is accurate, secure, compliant and used effectively across the institution.
· Develop and maintain the college’s MIS strategy, ensuring systems meet current and future business needs, including timetabling, registers and ILR functionality.
· Oversee data quality processes and support the integration of MIS with other systems, including learner support and HR systems.
· Identify business requirements and work with software developers and third-party vendors to implement digital solutions that enhance the learner journey and operational efficiency.
· [bookmark: curriculum-planning-examinations]Lead the continuous improvement of data collection, cleaning, transformation and reporting processes.
· Use tools such as ProAchieve (or Power BI) to measure and report on qualification achievement, retention and pass rates and provide insights for curriculum improvement.
[bookmark: systems-innovation]Systems & Innovation
· Promote a data-driven culture by encouraging the use of advanced analytical tools and dashboards for performance monitoring and risk management.
· Collaborate with internal and external stakeholders to identify opportunities for innovation and systems improvement, aligning with the college’s digital strategy.
· Ensure high data governance standards, including data security, data protection compliance and consistent application of data management policies.
[bookmark: team-leadership-collaboration]Team Leadership & Collaboration
· Inspire, manage and develop a team responsible student records, reporting and examinations, fostering high performance and professional development.
· Build strong relationships with colleagues in finance, curriculum, student support and other departments to ensure coherent planning, budgeting and reporting.
· Provide training, guidance and support to staff across the college in the effective use of MIS and data systems.
· Promote equality, diversity and inclusion and ensure that staff adhere to college policies and procedures.
[bookmark: learner-support-bursaries]Learner Support & Bursaries
· Oversee the management and distribution of learner support funds and bursaries in collaboration with finance, ensuring funds are allocated appropriately and in accordance with policy.
· Monitor the impact of learner support and bursaries on student success and retention and provide reports to the Senior Leadership Team.
[bookmark: compliance-quality-assurance]Compliance & Quality Assurance
· Ensure that MIS and data systems support regulatory compliance and internal/external audit requirements.
· Maintain an understanding of external funding rules, ILR rules and the regulatory environment to ensure compliance and preparedness for changes.
· Lead quality improvement initiatives within MIS and reporting functions, ensuring continuous enhancement of data processes and outputs.
[bookmark: person-specification]Person Specification
	Attributes
	Essential
	Desirable

	Qualifications
	Relevant first degree or professional qualification; Maths & English Level 2 (GCSE C or above); Full management qualification; Evidence of continuous professional development
	Postgraduate qualification in educational technology or data management; Prince2 or Agile certification

	Experience
	Strong background in IT and educational technology; Experience managing MIS systems and small teams; Experience of data and statistical analysis and producing high-quality reports; Experience of producing and submitting funding returns and accurate data records management; Experience in improving management information systems and processes; Experience identifying business requirements and working with software developers to provide digital solutions
	Experience in Further Education sector; Leadership in quality improvement initiatives; Experience with student-oriented applications and portals

	Knowledge & Skills
	Detailed knowledge of funding methodologies and qualification frameworks; Detailed knowledge of DFE funding rules and ILR rules and regulations; Advanced knowledge of MIS systems and data management; Strong analytical skills; Advanced user of Microsoft Excel (advanced formulas, lookups); Ability to develop and implement MIS strategies; Ability to collect, clean, analyse and interpret statistical information and present it to senior management; Excellent communication, organisation, networking and presentation skills; Competent in IT with excellent administrative and organisational skills; Ability to work under pressure, prioritise and meet tight deadlines
	Knowledge of ProAchieve or Power BI; Knowledge of digital solutions for student records and data systems; Knowledge of data visualisation tools and techniques

	Personal Qualities
	Demonstrable leadership and management impact; Ability to motivate and inspire staff; Ability to convey a compelling vision of change; Problem-solving and innovation; Commitment to equality, diversity and inclusion; Collaborative and supportive approach
	Vision to drive digital transformation across the college; Commitment to continuous improvement and excellence
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