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Job Description

	Directorate:
	Place

	Service:
	Lancashire Skills and Employment Hub

	Location:
	County Hall, Fishergate, Preston

	Salary range:
	£36,363 - £40,778
	Grade: 
	8

	Reports to:
	Quality and Compliance Manager
	Staff responsible for:
	N/A



	Job purpose and scope

	
Lancashire Skills and Employment Hub on behalf of Lancashire Combined County Authority is preparing for the devolution of the Adult Skills Fund (ASF) from August 2026, alongside the continued delivery of Skills Bootcamps and other adult skills programmes. These programmes play a critical role in delivering the Lancashire Skills and Employment Strategic Framework by supporting residents to access skills, progress in work, and meet the needs of employers and priority sectors.

The Compliance Officer (Adult Skills Fund) will contribute to compliance oversight for ASF and Skills Bootcamp provision, supporting adherence to Department for Education (DfE) funding rules, local authority requirements, and contractual obligations

The role plays a critical part in safeguarding public funds, supporting external audit readiness, strengthening governance, and reducing funding risk across adult skills delivery. Working collaboratively with programme, data, finance, and provider teams, the Compliance Officer checks provider compliance with regulatory and contractual standards, ensuring ASF provision is secure, auditable, and delivering value for learners and the public.




	The Lancashire Mindset
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Here at Lancashire County Council, we are helping to make Lancashire the best place to live, work, visit, and prosper. To help us achieve this, we have introduced the Lancashire Mindset: Growth, Ownership, Optimism, and Positive Impact. Adopting this mindset across the entire organisation not only brings our values to life but also emphasises the collective commitment to delivering the best for the people of Lancashire. 

The Lancashire Mindset serves as a guiding force for a culture rooted in growth, ownership, optimism, and the commitment to making a meaningful positive impact.




	Accountabilities/Responsibilities

	
· Follow established procedures to ensure all Adult Skills Fund (ASF) and Skills Bootcamp funding claims comply with DfE funding rules, local authority guidance, and contractual requirements.
· Interpret and apply national funding regulations. 
· Support the preparation of external audits, inspections, and assurance reviews by following agreed audit-readiness processes.
· Support in establishing and maintaining audit ready systems for learner documentation and funding evidence.
· Review, sample, and audit learner files using standardised checklists to confirm completeness, accuracy, eligibility, and compliance.
· Identify funding risks, compliance gaps, and evidence weaknesses through routine monitoring activity, documenting findings and escalating issues in line with escalation procedures.
· Audit learner data (enrolments, achievements, withdrawals, and outcomes) to confirm alignment with funding rules.
· Reconcile provider data against ILR returns using agreed reconciliation processes and validation reports.
· Work with data teams to resolve errors, discrepancies, and validation issues, following formal correction and resubmission processes.
· Support the management of compliance relationships with funded education and training providers by applying consistent monitoring and communication protocols.
· Validate provider claims, invoices, and supporting evidence prior to payment.
· Monitor contractual compliance, performance indicators, and funding conditions using agreed monitoring tools, escalating concerns where thresholds are breached.
· Contribute to due diligence, onboarding, and ongoing monitoring of delivery partners.
· Act as a subject matter reference point for ASF funding compliance, providing advice based on published guidance.
· Support the delivery of staff and provider training by sharing accurate funding rules, evidence standards, and audit expectations.
· Contribute to continuous improvement by sharing good practice, audit findings, and lessons learned.
· Manage own workload in line with programme priorities, deadlines, and documented workflows, contributing positively to the wider programme team.





	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

· Safeguarding Commitment
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

· Skills Pledge
We are committed to developing the skills of our workforce. All employees will be supported to work towards a level 2 qualification in literacy and numeracy if they do not have one already.




	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




Person Specification

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	
· Recognised Level 4 or above vocational qualification plus broad experience in area of expertise
OR
· Working towards a professional qualification with sound practical experience
OR
· Graduate entry level with sound practical experience
OR
· Technical training through experience in area of expertise


	Experience 

	
· Significant experience working across education administration, learner funding, provider monitoring, audit or compliance functions, with a strong understanding of adult skills and post 16 provision.
· Experience handling high volume learner data and evidence in a regulated or publicly funded environment. 
· Experience of working with external providers or delivery partners.


	Essential knowledge, skills & abilities

	
· Effective communication, both verbal and written.
· Ability to build and maintain effective relationships.
· Ability to plan, organise, problem and prioritise effectively.
· Knowledge of Adult Skills Fund (ASF) funding rules, Skills Bootcamps, or similar DfE funded programmes.
· Self-motivated and able to work without others in different geographical locations in Lancashire whilst also able to work effectively within a team (internally and with partners) to collaboratively achieve results.
· Understanding of ILR data, learner eligibility requirements, and funding methodologies.
· High attention to detail, applying a methodical and evidence driven approach to proactively identify funding and data risks and protect public funds
· Strong digital skills with an excellent working knowledge of Microsoft Office, particularly Excel for data checking and reconciliation, as well as experience using Teams and Outlook.


	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.

	· This is an essential car user post*
You will be required to provide a car for use in connection with the duties of this post and must be insured for business use. In certain circumstances consideration may be given to applicants who, as a consequence of a disability, are unable to drive
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