ILR Compliance Officer
Close date Friday 10 September 2010

Interview date Wed 22 September 2010
Hours of Work

The hours of work for this post will not normally exceed 36 hours per week.

About the Post

To act as a single point of contact for all Employer Responsive (ER) student record data returns to external agencies. To ensure systems and controls are in place in place to comply with the contractual obligations and internal operational requirements. To ensure the integrity of data, to take corrective actions and to ensure audit requirements are satisfied accordingly.

Salary

This post has been evaluated on Scale F of the Business Support Staff Scale, Points 19 to 21. This currently equates to £23,202 to £24,609 per annum plus £1,806 London Weighting. 
Please note that if you are appointed your salary will be based on a match to your current salary (or your highest salary within the last 18 months) up to the maximum stated above (evidence of this will be required in the form of an up-to-date payslip). Salaries are paid monthly on the 25th of every month or the last working day prior to the 25th if the 25th falls on a weekend or bank holiday. 
The only exception to this is for the December payment, which will be on an earlier date that will be notified to you on an annual basis. Payment will be made direct into a bank/building society account. You will need to provide details of your branch, account number and sort code before payment can be made to you. 

Pension Scheme

If you are aged between 16 and 65 years old you are eligible to join the Local Government Pension Scheme. Contributions vary between 5.50% and 7.50% depending on salary for Employees before tax is deducted and the College currently contributes a further 14.5%. All eligible employees will have to elect to be brought into the Scheme, and a contribution, dependent on full time equivalent annual salary, is deducted from salary prior to tax. Additional voluntary contributions can be arranged via AVC’s or Added Years. Applicants must make a decision whether to contribute or not - deductions will be made automatically if no election is made. You may only apply for a refund within the first three months of employment

Probationary Period

Appointment will be subject to a probationary period of six months in the first instance. 

Performance Management

As part of the Contract of Employment, all appointees will be required to attend staff development events and take part in the College’s Performance Management and Appraisal scheme.

Holiday

25 days per annum and all Bank and Public Holidays normally observed in England and Wales. The College also shuts for an additional 5 efficiency closure days plus 3 statutory days which the Principal will set at the beginning of the academic year. Although every effort will be made to meet requirements for Annual Leave, service demands will take preference. 
All leave is subject to an efficient service being maintained and specific restrictions may apply.

