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JOB DESCRIPTION
Job Profile
Job Title:		ALS Funding Officer
Line Manager:		Director or Student Engagement, Support and Services
Responsible for:	N/A
Pay Band:		Support Band C

Job Purpose
To support the effective administration, monitoring and processing of Additional Learning Support (ALS) funding across the College, ensuring accurate learner records, funding claims and compliance with ESFA, local authority and College requirements.
The postholder will provide administrative support relating to Element 2 and Element 3 funding, Adult and Apprenticeship ALS claims, Access to Work claims, EHCP documentation, learner support records and associated audit processes. The role will work closely with the Head of Inclusion, SENCOs, College Information Services (CIS), curriculum teams, the Supported Internship team and external agencies to ensure learner data, support documentation and funding evidence are accurate, timely and compliant.
All staff are responsible for safeguarding and promoting the welfare of children, young people and vulnerable adults.

Main Duties and Responsibilities
Funding Administration and Compliance
· Support the administration and monitoring of Additional Learning Support funding, including Element 2, Element 3, Adult ALS and Apprenticeship ALS funding processes.
· Support the administration, monitoring and processing of Access to Work claims for Supported Internship learners, working closely with the Job Coach and Supported Internship Lead to maintain accurate evidence and claim documentation.
· Work closely with CIS to ensure learner data, funding information and support records are accurately recorded, monitored and reported.
· Support data checking, audit preparation and reconciliation processes relating to learner support, funding claims and ILR submissions.
· Liaise with CIS, curriculum teams and Inclusion staff to resolve data discrepancies and ensure compliance with ESFA funding requirements.
· Support the preparation and processing of funding claims, audits, evidence requests and data returns.
· Monitor learner support hours, support allocations and associated documentation to ensure funding records remain accurate and up to date.
· Maintain systems for tracking EHCP learners, support plans, funding approvals and annual review documentation.
· Support the administration of local authority consultations, funding requests and associated learner documentation.

Administrative Support
· Provide administrative support to the Inclusion department, including maintaining learner records, databases, spreadsheets and tracking systems.
· Prepare reports, documentation and data summaries relating to learner support and ALS funding as required.
· Liaise with SENCOs, Inclusion staff, curriculum teams and external agencies to obtain and maintain accurate learner information.
· Support enrolment, transition and learner support processes where required.
· Ensure confidential information is handled securely and in line with GDPR and College policies.

Quality, Safeguarding and General Responsibilities
· Support quality assurance and audit processes relating to ALS funding and learner support documentation.
· Maintain up-to-date knowledge of ALS funding guidance, ESFA requirements and relevant College procedures.
· Promote equality, diversity, inclusion and safeguarding in all aspects of College work.
· Participate fully in mandatory training, performance review and continuous professional development activities.
· Undertake any other duties reasonably required in line with the responsibilities of the role.








ALS Funding Officer
Person Specification
	Attributes
	Essential
	Desirable

	Qualifications
	• Level 2 English and Maths (GCSE grade 4/C or equivalent).
• Relevant administrative qualification or equivalent experience.
	• Level 3 qualification in Business Administration or related area.
• Relevant qualification relating to funding, finance or education administration.

	Experience
	• Experience of working within an administrative or data-focused role.
• Experience of maintaining accurate records and working with confidential information.
• Experience of using databases, spreadsheets and administrative systems.
	• Experience within the education or Further Education sector.
• Experience of working with learner support, SEND or funding-related processes.
• Experience of working with ESFA funding or audit requirements.

	Knowledge and Skills
	• Strong organisational skills and attention to detail.
• Good IT skills, including Microsoft Office applications and data management systems.
• Ability to work accurately with data systems, spreadsheets and funding records.
• Ability to maintain accurate records and manage competing priorities effectively.
• Ability to work collaboratively with CIS, curriculum and support teams to maintain accurate learner and funding information.
• Good communication and interpersonal skills.
• Understanding of confidentiality, GDPR and professional boundaries. • Commitment to equality, diversity, inclusion and safeguarding.
	• Understanding of ESFA funding requirements and ALS funding processes.
• Knowledge of SEND, EHCP processes or learner support systems.
• Understanding of ILR processes and ESFA data return requirements.
• Awareness of audit and compliance requirements within education funding.
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