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Job Description

	Job Title:
	MIS Manager

	Reporting to:
	CEO

	Responsible for:
	MIS Team

	Salary: 
	Up to £47,625




Purpose of role:
	To lead and manage the Management Information Systems (MIS) function across the organisation, ensuring the effective collection, monitoring, analysis, and reporting of accurate data. This role is responsible for ensuring timely data returns to the DFE and other funding bodies, and for providing high-quality information systems that support operational performance, strategic planning, and informed decision-making by staff, managers, leadership team and the Board.
The post holder will provide specialist expertise and guidance on funding and data requirements, generating accurate and timely reports to support curriculum development, performance tracking, and funding optimisation.



Main Duties:
	Leadership & Strategy
· Lead and manage the MIS team, ensuring a high-quality, responsive, and customer-focused service.
· Drive a culture of continuous improvement by identifying areas for development in data quality, performance, and systems, and implementing effective solutions.
· Actively contribute to strategic planning and curriculum development as a member of the Management Team.
· Support the strategic production and presentation of data and reports for the CEO, managers and Board, including income reporting, qualification achievement rates (QAR) and Equality and Diversity Impact Measures (EDIMs).
Data & Compliance
· Ensure that all learner and business-critical data is accurate, up to date, and compliant with statutory and regulatory requirements including overall responsibility for the Digital Apprenticeship Service (DAS). 
· Ensure timely and accurate data submissions to all funding and regulatory bodies.
· Maintain current and comprehensive knowledge of funding regulations and policies, including 16–19 funding, Apprenticeships, Adult Skills Fund (ASF) including Tailored Learning, Advanced Learning Loans.
Systems Management
· Oversee all learner-related data systems, ensuring functionality, security, and compliance.
· Manage the maintenance and development of online application and enrolment systems to ensure a seamless and efficient user experience.
· Work closely with Course Leaders to ensure accurate timetabling, electronic register management, and system rollovers from one to the next. 
Collaboration & Support
· Collaborate with the CEO and Finance Manager to support budgeting, financial returns, and the financial health of the organisation.
· Work with the Business Development Manager to ensure that all customer-facing systems are reliable, user-friendly, and aligned with organisational needs.
· Provide ongoing training, advice, and specialist support to staff regarding funding rules, data requirements, and system usage.
Team & Budget Management
· Line manages the MIS team, conducting regular 1:1s, annual reviews, and team meetings to drive performance and development.
· Manage the MIS budget effectively, ensuring value for money and investment in systems and resources.




Mandatory Duties:
	· Undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the Company.
· To comply with the company’s policies and procedures including Health and Safety Legislation, Safeguarding, and those covering all aspects of Equality, Diversity, and Inclusion.
· Commitment to the safeguarding and welfare of SS&L learners and staff
· To comply with the requirements of the General Data Protection Regulation (GDPR). It is the responsibility of individual staff members to protect data and to take all reasonable steps to ensure data are kept securely.








Person Specification:

	Key Competencies

	Essential
	Desirable
	Assessment method

	Proven ability to lead and manage a successful MIS function within the Further Education (FE) or work-based learning sector.
	
	Application form
Interview

	Proficiency in writing complex SQL-based reports and database functions.
	
	Interview 

	Skilled in interpreting and presenting complex data in a clear and accessible format for both technical and non-technical audiences.
	
	Presentation 

	Experience & Knowledge

	Essential
	Desirable
	Assessment method

	Experience using data management systems within an FE context.
	
	Application Form
Interview

	
	Proven experience managing and developing a team.
	Application Form
Interview

	Familiarity with data and reporting requirements from funding bodies such as the DFE.
	
	Interview

	Experience preparing reports and updates for managers and directors to support strategic and operational decision making
	
	Presentation

	Experience producing accurate funding forecasts.
	
	Presentation

	
	Experience engaging with external quality organisations (e.g., Ofsted, Matrix, ESFA).
	Interview 

	Strong understanding of database design, management, and corporate data systems.		 
	
	Interview

	Knowledge of funding methodologies, audit practices, and compliance requirements.		 
	
	Interview

	Proven track record of meeting statutory data return requirements.	
	
	Interview

	Qualifications & Skills

	Essential
	Desirable
	Assessment method

	Demonstrated high-level data analysis skill with exceptional attention to detail.	
	
	Test

	Ability to provide expert advice and guidance in area of specialism.
	
	Presentation

	Personal qualities and other

	Essential
	Desirable
	Assessment method

	Self-motivated and committed to delivering high-quality service across the company
	
	Interview

	Resilient and able to manage workload peaks and tight deadlines.	
	
	Interview

	Able to work independently and show initiative.	
	
	Interview

	Enthusiastic, adaptable, and open to new challenges
	
	Interview

	Use of own vehicle with business insurance for travel across Somerset.
	
	Application form
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SS*L CHANGING LIVES THROUGH LEARNING




