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JOB PROFILE

Job title		Quality Reporting and Systems Lead
Grade			Band 6
Accountable to	Quality Compliance and Reporting Manager
Responsible for	N/A


General Duties and Responsibilities 
· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme 

Specific Duties and Responsibilities
1. Support the development, design, implementation, and ongoing monitoring of innovative performance data dashboards, reporting platforms, and quality systems. Ensure these tools drive rapid quality improvement by working collaboratively with Curriculum Area Managers, Heads of Faculty and Operations, Apprenticeship Managers, Systems Development teams, and MIS. 
2. Provide training for leaders and managers to strengthen their understanding and effective use of HE, FE, and Apprenticeship data and dashboards for monitoring and improving performance.
3. Support curriculum teams in using data reports and dashboards proactively to identify trends and inform quality improvement planning.
4. Assist the Quality Reporting and Compliance manager with the design, implementation, and monitoring of quality systems to effectively track performance and focus on key performance indicators that drive improvement.
5. Actively engage in and coordinate training and development on quality activities and systems, tailored to team and individual needs. This includes ALPs, dashboards, TLA systems, Strata, and any emerging platforms.
6. Work collaboratively with the Quality Reporting and Compliance Manager and Quality Officer to implement the college complaints process for internal and external stakeholders, ensuring timely resolutions and using insights to enhance the stakeholder experience
7. Provide support, guidance and development for colleagues across the college on relevant quality activities across all provisions.
8. Analyse data and information to identify areas of risk across all provisions and courses, sharing findings and recommendations with the Quality Reporting and Compliance Manager.
9. Actively seek knowledge of innovative practice in FE, HE, and Apprenticeships, particularly in performance data reporting and the use of AI
10. Support the Quality Reporting and Compliance Manager in producing quality reports, including analysis and presentation of statistical data on a termly, end-of-year, and ad hoc basis.
11. Assist the Quality Reporting and Compliance Manager in analysing data and reporting on outcomes and trends, incorporating regional and national data releases where appropriate.
12. Use benchmarking data to provide regular comparisons of performance at regional and national levels. 
13. To support the Quality Reporting and Compliance Manager with reporting on the outcomes of key surveys as per the quality calendar to key stakeholders
14. Under the direction of the Quality Reporting and Compliance Manager, work collaboratively with Quality Improvement Managers and the Quality Officer to identify declines in performance data, investigate root causes, and drive improvements 
15. Support wider Quality functions as required in conjunction with the wider Quality Team. 

NOTE
This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.

PERSON SPECIFICATION
	Role: Quality Reporting and Systems Lead
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	X
	
	

	2
	Relevant Level 3 Qualification
	E
	X
	
	

	3
	Relevant ICT Qualification 
	E
	X
	
	

	Experience and Skills:

	4
	Evidence of complex data analysis and evaluation leading to concise accurate reports drawing out the key messages for a wide-ranging audience 
	E 
	X 
	X 
	X 

	5
	Experience of using Excel for analysis of large datasets.
	E 
	X 
	X 
	X 

	6
	Experience of using other data and performance related software to develop tracking and monitoring systems and processes, e.g. Power Apps, Power BI
	D
	X
	X
	

	7
	Experience of using AI for data analysis, compiling reports or streamlining processes
	D
	X
	X
	

	8
	Experience and evidence of planning and co-ordinating complex activities across a number of teams, organisations and/or sites 
	D 
	X 
	 
	 

	9
	Experience of co-ordinating business processes to support quality improvement 
	D 
	X 
	 
	 

	10
	Experience of undertaking complex scheduling and close monitoring of deadlines and milestones 
	E 
	X 
	X 
	 

	11
	Experience of providing guidance and training to other staff 
	D 
	X 
	 
	 

	Personal Attributes: 

	12
	Excellent verbal communication skills 
	E 
	X 
	X 
	 

	13
	Ability to reason and rationalise with people in difficult situations 
	E 
	X 
	X 
	 

	14
	Ability to build relationships across a range of levels and teams within the organisation 
	D 
	X 
	 
	 

	15
	Highly effective organisation and prioritisation skills 
	E 
	X 
	X 
	 

	16
	High level of analytical and written skills 
	E 
	X 
	X 
	 

	17
	Understanding of the Data Protection Act 
	E 
	X 
	X 
	 

	18
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity 
	E 
	X 
	X 
	 

	19
	Commitment to quality and excellence through evidence of continuing professional development 
	E 
	X 
	 
	 

	20
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post 
	E 
	X 
	X 
	 



KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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