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Job Description

Job Title: Head of Claims and Compliance  (Learning and
Skills)

Reports to: Assistant Director for Claims, Quality and
Compliance

Grade Band : C

Location: Nationally - Home Based with National travel

Purpose
The Head of Claims & Compliance (Learning & Skills) is responsible for 
ensuring the highest standards of compliance, claims processing and 
continuous improvement across the division. This role involves overseeing all 
claims processes, managing compliance with regulatory requirements 
alongside ensuring effective and timely provision of all related services in line 
with relevant legislation, contracts, funding rules, Education Inspection 
Framework and quality standards with reference to claims and compliance.

The Head of Claims and Compliance will lead the Claims , Compliance and 
Registration and Certification team ensuring continuous improvement and assurance
of processes. They will carry out performance analysis, to support the Assistant 
Director to mitigate performance, quality and compliance issues, identifying key 
areas for improvement through adopting a first line of defence approach to managing
performance risk.

Main Duties and Responsibilities
1. To lead the claims and compliance team across learning and skills.

2. Manage day-to-day operations of Individualised Learner Records (ILR),
ensuring timely and accurate submissions to the Department of Education
(DfE).

3. Analyse, monitor, and validate apprentice data for accurate ILR submissions,
escalating issues to the Assistant Director or Contract Director.

4. Ensure up to date knowledge of funding rules is always maintained, sharing
with team and ensuring all data conforms to DfE guidance and funding rules.
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5. Ensure accurate maintenance and updating of theDigital Apprenticeship 
Service (DAS) system for Apprenticeships.

6. Responsible for ensuring the financial aspects of Co Investments and Incentive
payments are managed effectively, ensuring timely invoicing and accruals.

7. Collaborate with the Senior Leadership Team to ensure efficient administrative
delivery.

8. Oversee the management of Break in Learning (BIL) and Withdrawal processes
effectively ensuring adherence to funding rules at all times.

9. Provide monthly performance, claims, and compliance reports, escalating
concerns or financial risks promptly.

10. Ensure 100% compliance checks for all contract starts and completions.

11. Work with the Business Intelligence, safeguarding, and quality teams to
improve management information and safeguarding.

12. Support monitoring progress, self-assessment, and reporting against Key
Contract Performance Indicators and Quality Improvement Plans.

13. Collaborate with Finance to align submissions with strategic direction and
measure outcomes effectively.

14. Support delivery teams to achieve high-quality outcomes, capturing evidence of
impact on achievement, progression, and outcome rates.

15. Ensure accuracy and consistency of management information and data,
implementing effective controls.

16. Enhance maturity and satisfaction with DfE and other commissioners through
accurate and timely submissions.

17. Maintain robust knowledge of the Ofsted Education Inspection Framework to
achieve at least a grade 2 outcome.

18. Coach and support team members, contributing to the wider objectives of the
division and/or Shaw Trust.

19. Ensure effective processes and systems are in place to drive effective
department operations and high-quality learning experiences.

20. Interrogate funding report data to ensure accurate claims and report monthly
achievements to the Contract Director and Assistant Directors.

21. Create and run reports to identify trends, drive performance, and lead
continuous improvement.



Head of Claims and Compliance Job Description
Page 3 of 7

22. Identify key enablers for high output and performance, ensuring visibility of
impact on contracts.

23. Provide weekly and monthly performance breakdowns to contract managers to
drive improvement strategies.

24. Attend external workshops for new learning and conduct internal workshops on
funding rules and evidence requirements.

25. Engage in continuous professional development to ensure operational
excellence in quality, curriculum, claims, funding, and compliance.

26. Ensure any concerns and risks are escalated in a timely manner

27. Undertake any other duties as directed by line manager.

Other
1. To undertake any further training as identified in the Shaw Trust review 

procedures.
2. Ensure that safe working practices are followed in respect of COSHH and other 

Risk Assessment control measures.
3. Employees must comply with the provisions of ‘The Health and Safety at Work 

Act 1974’ and must take reasonable care for the health and safety of themselves
and of other persons who may be affected by their acts of omissions whilst at 
work.  Employees are also required to co-operate with their employer to enable 
them to perform or comply with any statutory provisions.  The Trust ’s efforts to 
promote a safe and healthy working environment can only succeed with the full 
co-operation of its employees.

4. To understand, comply with and promote Shaw Trust’s safeguarding policy and 
procedures. It is the responsibility of all employees to make the working 
environment safe and secure for all.  Everyone must adhere to the 5 Rs in 
relation to possible abuse: Recognition, Response, Reporting, Recording and 
Referral. The Trust can only ensure its dedication to the protection of vulnerable 
people with the full cooperation of its employees.

5. The Trust has a Diversity and Inclusion Policy and it is the responsibility of all 
staff to comply with this.  The key responsibilities for staff under this Policy are 
set out in the Trust Code of Conduct.

6. To maintain the confidentiality about clients, staff and other Trust business. The 
work is of a confidential nature and information gained must not be 
communicated to other persons except in the recognised course of duty. The 
post holder must meet the requirements of the Data Protection Act at all times.

7. To maintain awareness of risk and to take personal responsibility for ensuring 
that the Trust is not unnecessarily exposed to risk. To report any issues or 
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concerns relating to risk and the effectiveness of the Trust ’s risk management 
arrangements.

8. Be aware of, promote and implement Shaw Trust’s Risk, Quality and Information
Security Management Systems.

9. To report to line manager, or other appropriate person, in the event of 
awareness of bad practice.

10. Recycle and manage energy within your environment in line with Shaw Trust’s 
Strategic aim to adopt green approaches and become carbon neutral.

This job description is intended to provide a broad outline of the main duties and 
responsibilities only.  The post holder will need to be flexible in developing the role in
conjunction with the line manager.  The post holder may be asked to carry out any 
other delegated duty or task that is in line with their post.
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Person Specification

Job Title: Head of Claims and Compliance
(E=Essential D=Desirable)

SKILLS AND CORE COMPETENCIES

Technical competency (qualifications and training)
· In depth understanding of Education Inspection Framework (E)
· In depth understanding of Department of Education funding and compliance

procedures including DSAT/FRM Report Analysis (E)
· Indepth understanding of Apprenticeship and Study Programmes / Supported

Internship funding (E)
· In depth understanding of DAS and Co-investment invoicing procedures  (E)
· PICS management information (or equivalent) Database management, One 

File e-portfolio management (E)
· In depth understanding of quality management systems/metrics/dashboards 

(E)
· A relevant qualification or experience that supports Data Analysis  or 

equivalent experience (E)

· Demonstrable evidence of Continuing Professional Development (E)
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Experience
· Relevant senior previous experience managing operational quality and

compliance (E)
· Experience of effective partnership working with internal and external 

stakeholders including building strong external relationships (E)
· Experience working with and improving systems and processes (E)
· Ability to demonstrate a proven track record of achievement at a senior level

(E)
· PICS database (or equivalent) knowledge / learner journey tracking system

knowledge essential (E)
· Risk Management knowledge (E)
· Demonstrable success in delivering to key performance indicators and

significant experience of working to targets (E)
· Demonstrable experience at a senior level supporting all regulatory

inspection and scrutiny (E)
· Experience leading a claims and compliance function and of contractual

compliance for government contracts (E)
· Able to demonstrate success in producing efficiencies and increased

outcomes against targets (E)
· Experience of implementing system improvements (E)
· Strong customer focus and capability of interpreting management

information. (E)
· Strong knowledge of the compliance reporting suite and reports (E)
· An understanding of DfE Agency contractual and funding requirements

expected by commissioners. (E)
· Demonstrable success in improving performance and quality to achieve and 

exceed contractual and organisational objective (E)
· Ability to lead, taking a supportive and open approach with the ability to

motivate and inspire (E)

Skills and Attributes

· Excellent IT skills, including familiarity with Microsoft Office software and 
previous experience of working with CRM databases. (E)

· Ability to manipulate and analyse complex data (E)
· Excellent verbal and written skills and ability to communicate concisely and 

effectively and confidence to present at senior level (E)

· Excellent report writing skills (E)
· Strong commercial acumen and project management capability (E)
· Excellent, proven, people management skills (E )
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Personal qualities, communicating and relating to others

· Embraces change and drives for continuous improvement (E)
· Demonstrates a passion to further the charitable aims of the organisation and

acts with integrity (E)
· Excellent interpersonal, communication and presentation skills (E)
· Ability to work on own initiative, as well as in consultation and negotiation 

with senior managers and other stakeholders as required (E)
· Able to demonstrate being highly organised, have good planning skills and be

able to deliver to agreed target date s (E)
· Copes well in a rapidly changing environment (E)
· Flexible, adaptable and innovative (E)

Safeguarding
· Be able to display an awareness, understanding and commitment to the

protection and safeguarding of young people and vulnerable adults(E)
· This post requires a Disclosure and Barring Service Check at a Basic level

(E)
Other

· Have an understanding of and be able to demonstrate a commitment to 
Equal Opportunities and Diversity (E)

· Willingness to undertake travel throughout the UK, including occasional 
overnight stays on behalf of the Trust as required  (E)


