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Full time, Permanent
£43,088 to £46,887


Nescot is recognised as the ‘Employer of the year’ at the Surrey Business Awards 2024 and offers a wide range of benefits and wellbeing activities to staff.


We are looking for a dynamic, highly skilled and experienced MIS Manager to join us here at Nescot. This is an exciting opportunity for an ambitious, detail focussed professional with line management experience and an in-depth understanding of MIS processes and systems in further education.

What we are looking for:
· Significant experience of working within MIS in a Further Education Setting. 
· Strong expertise in FE ILR compliance, as well as knowledge of HE data requirements. 
· Outstanding attention to detail and expertise with post 16 data and compliance rules.
· Experience of managing and developing teams in a data driven environment.
· Excellent data analysis, and problem-solving skills.

Key responsibilities: 
· Lead the submission of accurate and timely ILR returns, HE returns and internal funding claims.
· Managing student records
· Providing expert advice on compliance and funding and their operational impact.
· Developing and maintaining internal audit processes and data quality controls.
· Managing MIS-related audits and compliance activities.
· Ensuring the ILR and data returns are clean and accurate. 
· Manage and inspire the MIS data team to delver exceptional service. 

Benefits:
· A discounted on-site gym, sports hall, fitness class, Starbucks, osteopathy and day nursery
· 5-minute walk from Ewell East Station
· Discounted Starbucks, 
· Free online qualifications
· Free parking on-site

Nescot is graded ‘Good’ by Ofsted following its latest inspection in January 2023. Inspectors rated the College as Good in all 8 aspects. The report recognises that students “enjoy their courses and are motivated to succeed”, and benefit from “highly supportive relationships” with staff. Safeguarding arrangements are “effective” with regular training for staff, and leaders have in place “an effective policy for safer recruitment.”

At Nescot, we’re proud of our inclusive culture and we welcome all applications.
This role is employed through Nescot Enterprises Ltd, a wholly owned subsidiary of Nescot which operates different terms and conditions.

Closing date: 18th August 2025

Interviews will be held 3rd September 2025
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Job Description

	Position Details:

	Title:
	MIS Manager

	Department:
	Management Information Services

	Fraction:
	1.0

	Status:
	Full-time

	Grade:
	PO3  

	Child/Vulnerable Adult Contact:
	Yes



	Reporting / Department Details:

	Responsible to:
	Director of MIS



  Functional links with:                       

	Job Purpose:

	
To provide a high-quality expert, responsive, accurate and customer focused service for the MIS and Data team for Nescot, to work effectively as a business partner to the Curriculum Areas.

[bookmark: _Hlk199844089]To manage the MIS team (and their continual professional development) and the College ILR returns business cycle. To ensure that funding and data systems, policies, procedures, and processes meet funding body, audit needs and ensure the College meets its statutory obligations, funding, audit data integrity, and ensure data returned stands up to external scrutiny requirements.

To lead on the preparation and submission of data returns. To ensure that ILR returns are timely, error free and meet the requirements of audit. Also, preparing HE data returns in conjunction with the Director of MIS, and Head of Academic Standards Manager for HE. To undertake compliance checks and lead on checking and verification of audit samples selected during both internal and external audits and highlight any potential risks.











	Main Duties and Tasks:

	

· To be responsible for managing and developing the team and to lead across the College in support of College Curriculum Areas, Customer Services, on matters to do with funding and data returns, compliance, audit regulations, and business- cycle and planning requirements
· To oversee and assure all Data quality tasks, to assign specified curriculum areas to the Data Quality Team as appropriate including ensuring ‘shadow’ cover.
· To be responsible for the overview of timetable reconciliation and for taking timely action in conjunction with the relevant curriculum area(s) where the Timetable and College Course File are at odds.
· To develop and use data queries, using appropriate IT tools and technology to inform corrections to the curriculum and funding data.
· To be responsible for reviewing and maintaining College and MIS policy on withdrawals, transfers, and Course File fees, and for ensuring withdrawals, transfers, and are processed and policed in accordance with College Policy.
· To lead on the preparation and submission of data returns to ESFA and Mayoral combined authority ensuring that all returns pass verification and that issues highlighted by audit tools are reviewed against the funding rules.
· To take a pivotal role in the preparation of data returns to the Office for Students (HESES), ensuring that all returns are timely and accurate and conform to data requirements. In addition, ensuring that the annual ILR checking tool is completed in a timely and accurate manner.
· To take a pivotal role in the preparation of data returns to the Office for Students (HESES), ensuring that all returns are timely and accurate and conform to data requirements. In addition, ensuring that the annual ILR checking tool is completed in a timely and accurate manner.
· To contribute to and act as Course File and Timetable authority through regular reviews of the accuracy, efficiency and credibility of all student and course data, advising the Director of MIS on Course-File, funding issues for reports to College Management as required.
· To maintain regular contact across the College with curriculum area Senior Administrators, Heads of School, and Curriculum Managers to support and enhance the relationship between MIS and curriculum areas.
· To support Heads of School and other curriculum planners during the College planning cycle. Providing advice and guidance on funding, learning aims and funding priorities and special initiatives.
· To co-ordinate and ensure that data systems, policies, procedures, and processes meet funding, audit and staff needs, and ensure the College meets its statutory, funding and audit requirements, and to document and update these accordingly.

· To work closely with Systems Development, to enhance and review reporting and system requirements, with a view to improving data processes in particular, automation of processes and reduction of duplication and manual processing
· To set up and administer appropriate quality assurance processes and controls for data operations, processes, and procedures to satisfy data quality, and audit requirements. To be proactive in resolving issues and providing a highly efficient service.

· To set up and administer appropriate assurance processes and ILR controls to ensure exam results correspond with the recorded learning aim, and to work with the Examinations team to resolve any anomalies in a timely manner.


· To keep abreast with funding changes, and special initiatives, ensuring all activity recorded in the ILR is valid and correct and data can be tracked and traced through to source, ensuring there is only one version of the truth.
· To ensure associated PDSATs and FRM reports are reviewed and investigated monthly.

· To work closely with the apprenticeship admin team, to ensure data held in relation to the apprenticeship ILR claim is up to date, accurate and ensure any changes are made in a timely manner.
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Personal Development:

	
· Participates in, and co-operates with, own Performance Review Interview to ensure that job-related targets are met and on going staff development in line with Nescot’s aims.
· To carry out Continuing Professional Development (CPD) relevant to the role, including subject or professional updates.
· To work within the security guidelines and any relevant codes of practice and rules laid down by Nescot Enterprises
· To comply with Nescot Enterprises’ Code of Conduct for employees and any regulations which Nescot Enterprises may from time-to-time issue to ensure the efficient and safe operation of its business and the welfare and interests of its employees and students.  

· Participates in, and co-operates with, own Performance Review Interview to ensure that job-related targets are met and ongoing staff development in line with Nescot Enterprises ’s aims.
· Carries out (after appropriate training) the annual Performance Review Interview for those staff who report to the post, to ensure their continuing staff development
· Staff at Nescot are required to complete mandatory online training modules to ensure the highest standards of education and safety. This training covers (but not limited to) child protection, health and safety, first aid, fire safety, safeguarding, and data protection. Additionally, staff may be required to undertake training specific to their role. This ongoing professional development is essential for maintaining a positive and supportive environment.

	Equality and Diversity and Nescot Values:

	
· It is the responsibility of the post holder to commit to safeguarding and promoting the welfare of students within the within NEL.
· To follow and adhere to Nescot’s Equality and Diversity policy at all times. 

· The post holder will undertake their duties in full accordance with Nescot Enterprises’ policies and procedures relating to equality and diversity and Nescot Enterprise values.
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	Safeguarding and PREVENT Responsibilities:

	
· The post holder will undertake their duties in full accordance with Nescot Enterprises’ policies and procedures relating to safeguarding, PREVENT and promoting the welfare of students.
· Providing fire warden support as required in an emergency or evacuation situation, in a calm and professional manner. Training will be provided.



	Additional Duties:

	
· To undertake such additional duties as may be reasonably required commensurate with the level of responsibility within Nescot Enterprises at the initial place of work or any other of the College Group sites within the area.




	Health and Safety:

	
· Under the Health & Safety at Work Act 1974, whilst at work, you must take reasonable care for your own health and safety and that of any other person who may be affected by your acts or omissions.  In addition, you must co-operate with the College on health and safety and not interfere with, or misuse, anything provided for your health, safety or welfare. 
· The Health and Safety Policy is available through Sharepoint, your line manager or via Onboarding .

· To take responsibility for the management of health and safety within the areas managed in accordance with NEL Health and Safety Policy and the Management of Health and Safety at Work Regulations 1999 (or any superseding legislation). To work proactively with the College Health and Safety Officer to ensure a safe working environment for students and staff. Managers have a responsibility to ensure that industry/faculty specific health and safety advancements and procedures and implemented and adhered to by all users. 

	Terms and Conditions of Nescot Enterprises Ltd:

	
· Please note that this is a post under Nescot Enterprises which has different terms and conditions to that of the College







	Annual Leave and Hours of Work:

	
· Full time hours of work are 37.5 hours per week, normally worked Monday – Friday 8.45 am – 5.15 pm.  Part time or casual hours will be as agreed.

· For full time staff annual leave is 25 days plus Bank Holidays plus 5 efficiency days taken at Christmas when the College is closed for 2 weeks.  Part time staff’s annual leave will be pro rata. Please note that it is expected that post holders will take their annual leave at times convenient to the department and its students, which will normally therefore be at times when students are not in College.

	Pension

	
You have the right to join the NEST scheme and you will be automatically enrolled into the NEST Government Workplace Pension Scheme should you meet the required criteria of an eligible job holder. You may elect to opt out if you wish.




This job description is current as dated.  In consultation with the post holder it is liable to variation by the College to reflect actual, contemplated or proposed changes in or to the job.
UPDATED BY:Manager	Date: June 2025

UPDATED BY:HR	           Date: July 2025
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	Person Specification – MIS Manager

	
	Essential
	How Identified*
	Desirable
	How Identified*

	Experience
	Extensive FE technical funding and data experience

Experience of working in a Further Education environment in a related role.

Experience of data management and working with large relational databases

Experience of complex student record systems.

Experience of ILR submissions. PDSAT’s, Performance reports, and funding value analysis.

Experience of college timetabling reconciliation and analysis

Experience course file control and management.

Experience of managing or supervising staff and carrying out performance reviews.

Experience of effective development of processes and procedures.

Experience of interpreting and analysing data.

Understanding of the principles of data protection
	A/I



A/I




A//T/I




I



A/I/T




I



A/I/T



A/I





A/I




A/I/T




I/T
	
	







	Skills and Abilities
	Well-developed diagnostic and problem-solving skills

The ability to work accurately under pressure and to prioritise work to meet possibly conflicting deadlines.

Fast learner and able to “hit the ground running.”

Expert knowledge of the ILR specification.

Experience of MS Office, especially excel, and SQL.

Experience of using complex management information systems in an
education environment

A thorough understanding of Post 16 funding methodology

Experience of HE data and OFS.

Ability to take complex instructions and translate them to clear procedures.

Accurate with attention to detail

Strong IT skills, enabling continuous review and streamlining of office processes.

Ability to work autonomously with initiative and also as part of a team
	I/A



I/A






I/A



I/A



I/A



I/A






I/A



I/A



I/A



I/A



I/A




I/A



	
	

	Qualifications
	Educated to Degree level or substantial transferable relevant work experience.
Achievement of English and Math’s at GCSE grade C/ 4 and above, or an equivalent
	
A/I




A
	
	

	Personal Qualities
	Adaptable, flexible and reliable

Available to work as necessary longer hours when required.

Ability to communicate effectively with a range of internal and external customers.

Effective team leader and motivator of staff

A team player who can be assertive when required.

Has awareness of equality and diversity and NEL Values which is promoted within your role

Commitment to continuing professional development.

Commitment to safeguarding, PREVENT and promoting the welfare of learners 

	I/A



I/A



I/A





I/A


I/A


A/I





A/I





A/I




	
	

	KEY

	A = Application Form
	I = Interview
	O = Observed Teaching   Session
	T = Test
	M = Medical Questionnaire
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If you have any queries please do not hesitate to contact us on jobs@nescot.ac.uk





