EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Adult Learning Funding and Data Coordinator
Department: Communities, Economy and Transport/Children’s Services
Grade: Single Status 10
Responsible to: Data Manager – Adult Learning
Responsible for: Data Officer – Adult Learning
Purpose of the Role:
The Employment and Skills Team at East Sussex County Council sits within both the Communities, Economy and Transport and Children’s Services departments. It works to ensure residents in the county have access to the skills support they need to thrive, while supporting businesses to access a skilled workforce that enables sustainability and growth.
The Adult Learning Funding and Data Coordinator will coordinate and support the delivery of the management, quality assurance and reporting of data across Adult Learning programmes, ensuring that learner, delivery and performance information is accurate, timely and fit for purpose.
Working with managers, colleagues, providers and internal teams, the postholder will coordinate the preparation and validation of data to support funding claims, performance monitoring and audit requirements, in line with funding rules and agreed processes and procedures.
The role will provide analysis, interpretation and reporting to support service delivery and decision-making, while maintaining high standards of data quality and compliance. The postholder will also line manage and support the Adult Learning Data Officer to ensure effective delivery of data-related functions.
Key Tasks:
1. Coordinate the delivery, quality assurance and ongoing improvement of Adult Learning data processes, ensuring learner, delivery and performance data is accurate, complete and up to date.
2. Coordinate and monitor the preparation, validation and submission of Individualised Learner Record (ILR) data and other required returns, ensuring compliance with funding rules, deadlines and audit requirements.
3. Use appropriate systems and software tools to review, validate, merge and upload data files, supporting accurate submissions across relevant funding streams.
4. Carry out data validation checks using appropriate tools, identifying and resolving errors prior to submission.
5. Analyse and interpret data from a range of systems and sources to identify trends, anomalies, risks and performance issues, providing clear recommendations where improvement is needed. 
6. Support the development, maintenance and improvement of reporting tools, dashboards and report suites to support contract management, service monitoring, funding analysis and management oversight.
7. Produce regular and ad hoc reports, analysis and briefing information for managers and key stakeholders, presenting complex information in a clear and usable format.
8. Coordinate and maintain data quality assurance processes, including investigating discrepancies, validation errors, missing data and inconsistencies, and coordinating corrective action with providers and internal teams.
9. Support funding assurance by reviewing data against funding-value, eligibility and evidence requirements, escalating risks or concerns where appropriate.
10. Prepare and coordinate data and evidence required for audit, assurance activity and external review, including the use of relevant validation and audit tools.
11. Work closely with providers, managers and the Finance Team to ensure data aligns with claims, payments, performance expectations and contractual requirements.
12. Support the review and ongoing improvement of administrative and data quality processes, identifying opportunities to streamline reporting, automate routine tasks and strengthen consistency across the service.
13. Provide guidance and support to colleagues and providers on data requirements, reporting standards and good practice in data recording and quality assurance.
14. Line manage and support the Adult Learning Data Officer, including allocating work, monitoring progress and maintaining quality standards.
15. Ensure all data is handled, stored and processed in line with Council policies, relevant legislation and information governance requirements. and undertake other duties appropriate to the grade of the post.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.

PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Experience of supervising or coordinating the work of others, and the ability to support colleagues to deliver to agreed standards, processes and timescales.
2. Experience of working in a data-related role, including data analysis, reporting, quality assurance and the production of accurate management information.
3. Experience of using systems or software tools to merge, manipulate and upload data files.
4. Experience of interpreting and analysing complex data requirements to produce accurate information, identify issues and support decision-making.
5. Knowledge of the Individualised Learner Record (ILR) and requirements for funded adult learning programmes, including data validation, submission processes and data quality standards.
6. Familiarity with funding rules, evidence requirements and audit expectations for post-16 or adult learning provision.
7. Experience of developing and maintaining reports, dashboards or reporting suites, and using data to monitor performance, quality and compliance.
8. Ability to use technology as part of the role: Microsoft 365 including Outlook, Word, PowerPoint, Microsoft Teams. Substantial experience of using Microsoft Excel and other software tools for data analysis, reporting and process improvement devices.
9. Analytical and critical thinking skills, with the ability to investigate and resolve data issues, understand the implications of complex data and present findings clearly to non-technical audiences.
10. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences, e.g. working collaboratively with colleagues, providers and partners.
11. Ability to plan and organise a varied workload for self and others, working to short deadlines.
Desirable key skills, abilities, knowledge, experience, values and behaviours
16. Experience of working with data in an adult learning, further education, skills or post-16 environment
17. Experience of funding-value analysis, DSATs, performance reporting or post-16 funding audit activity
18. Knowledge of post-16 inspection requirements and the wider quality assurance framework for funded provision, including awareness of Ofsted expectations
19. Experience of using tools such as Power Query, or other methods of automating and improving data management and reporting processes
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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