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JOB TITLE: 				Apprenticeship Compliance Officer		 

DEPARTMENT: 				Group Academic Services

LOCATION: 				Remote

DAYS/HOURS WORKED: 		Fixed Term Contract (Maternity Cover)

SALARY:				30,000

REPORTING RELATIONSHIPS

Reports to: 	Apprenticeship Compliance Manager


JOB PURPOSE:
As the Apprenticeship Compliance Officer, you will support the Apprenticeship Compliance manager and Head of Apprenticeship Compliance in ensuring BPP, its subsidiaries and subcontractors deliver apprenticeship training in accordance with the DfE Funding rules, aiming for a £0 error rate in audit and ensuring that all processes and procedures are followed in line with company policy and the DfE contractual requirements. Your dedication to safeguarding and professional development will play a crucial role in promoting a compliant and progressive environment within BPP Education Group.


PRINCIPAL JOB ELEMENTS AND RESPONSIBILITIES

Key Responsibilities and Accountabilities

1. As an Apprenticeship Compliance Officer, you will specialise in apprenticeship DfE regulatory compliance and ensure adherence to DfE Funding rules through comprehensive audits and reporting.
2. Collaborating closely with management and internal audit teams, you'll streamline processes, foster compliance culture, and contribute to strategic decision-making
3. Follow internal processes and follow internal audit schedules in line with the DfE financial assurance audit working papers.
4. Work with the team to complete audit checks on all stages of the apprenticeship, including PDSAT reports
5. Develop, produce and maintain audit reports based on finding, including actions and recommendations for internal and external audiences 
6. Complete action plans where needed
7. Contribute to the preparation of external audits
8. Maintain up to date knowledge of DfE funding rules
9. Undertake any other duties as required by the Apprenticeship Compliance Manager and as may be reasonably expected with the post.
. 



Company Benefits 

•	Learning and Development - As you would expect from a leading education provider, BPP invests heavily in your career development. We provide a comprehensive in-house leadership and management training programme and a wide range of personal and professional development opportunities. Brilliantly, you can also study any of BPP’s courses for free – be it a professional qualification or full degree.
•	Pension - up to 5% matched by employer
•	Life Assurance - 4x basic salary
•	Cycle to work scheme
•	Private Medical Cover
•	Health Care Cash Plan
•	Dental Insurance
•	Employee Assistance Programme
•	Will Writing Service
•	Income Protection
•	Give as you earn - You can make tax-efficient contributions to a charity of your choice.
•	BPP Rewards - A company-funded scheme that offers genuine discounts and allows you to make significant savings each year on everything from your petrol, groceries, holidays, clothing, and home insurance.
•	25 days holiday per year plus 3 company nominated days over Christmas + bank holidays, you can also buy up to 10 additional days per year.


Knowledge, experience, and skills required:

	Descriptor
	Essential
	Desirable

	Level 3 Qualification or above and a Minimum L2 in maths and English
	x
	

	Knowledge and understanding of the DfE Apprenticeship funding rules 
	x
	

	Experience of working in the education sector, ideally within an apprenticeship environment 
	x
	

	Experience of undertaking audits to provide assurance of regulatory compliance
	x
	

	Excellent written and verbal communication skills
	x
	

	Good MS Office skills (E.g., MS Word, MS Excel)
	x
	

	The ability to plan, organise and prioritise own workload
	x
	

	The ability to work well in a team and be collaborative 
	x
	

	The ability to build relationships with others 
	x
	

	Excellent attention to detail 
	x
	

	Embodies BPP Values, Everybody Matters, Trust and Respect, Stronger Together, Embrace Change, Student, Learner and Client Centric
	x
	

	High ethical standards Proactive, highly motivated with a real attention to detail
	x
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