	Funding and Compliance Officer (SEND and Inclusion) – Job Description
	[image: A blue and black logo

AI-generated content may be incorrect.][image: ][image: ]



Reporting to the Head of SEND and Inclusion

Hours:		37 hours a week, term time only
Grade:	SFCA Support Staff Pay Scale 12 - 14
Location: 	Cross college working across Prior Pursglove College and Stockton Sixth   			Form College
We wish to appoint a highly motivated and reflective Funding and Compliance Officer to support the work of the wider SEND and Inclusion Team.
As a member of the SEND and Inclusion Team, the Funding and Compliance Officer plays a key role in ensuring that High Needs funding, statutory processes, and learner records are managed effectively and in compliance with funding regulations and legislative requirements.  Working collaboratively with internal teams, local authorities, and external stakeholders, the postholder will support the delivery of high-quality provision for learners with additional needs through robust compliance monitoring, data management, and funding oversight.

Responsibilities and duties:

· Prepare, submit, and monitor High Needs funding claims, ensuring accuracy, compliance, and timely receipt of funding.
· Calculate, reconcile, and monitor High Needs income, maintaining accurate financial records and supporting funding assurance processes.
· Coordinate and oversee the administration and compliance requirements of the EHCP Annual Review process, ensuring statutory deadlines and obligations are met.
· Maintain accurate and auditable records, databases, and management information systems to support funding, compliance, and reporting requirements.
· Maintain the High Needs learner register, ensuring data integrity and accuracy.
· Monitor compliance with funding body regulations, local authority requirements, and internal policies, identifying and escalating risks where appropriate.
· Act as a key point of contact for internal and external stakeholders regarding High Needs funding, learner information, and compliance matters.
· Prepare, analyse, and present data, including financial and performance information, to support departmental planning, reporting, and quality assurance activities.
· Support internal and external audits, funding assurance reviews, and compliance monitoring activities.
· Contribute to the continuous improvement of systems, processes, and controls to strengthen compliance and operational effectiveness.
· Participate in appraisal, training, and professional development activities to maintain and enhance knowledge of funding and compliance requirements.
· Undertake additional duties appropriate to the role and support the college's commitment to sustainable and inclusive learning provision. 
· Demonstrate and support effective parent engagement and interaction. 
· Interact positively with students, parents and staff. 

This job description sets out the main responsibilities for the postholder but is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post, and the postholder is expected to be flexible in the range of responsibilities they undertake commensurate with the responsibility and salary.
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Essential
· GCSE English and Maths A-C Equivalent
· Experience of working within a SEND, education, funding, compliance, or administrative environment.
· Good understanding of the SEND Code of Practice (2015) and EHCP processes.
· Experience of maintaining accurate records, databases, and management information systems.
· Experience of preparing reports and analysing data.
· Understanding of safeguarding requirements and responsibilities.
· Knowledge of data protection and confidentiality requirements.
· Excellent organisational skills with the ability to manage multiple priorities and meet deadlines.
· Strong attention to detail and accuracy.
· Ability to analyse and interpret data to support decision-making and compliance activities.
· Excellent written and verbal communication skills.
· Strong interpersonal skills and ability to build effective working relationships with internal and external stakeholders.
· Proficient in Microsoft Office applications, particularly Excel, Word, and Outlook.
· High standards of professionalism, integrity, and confidentiality.
· Evidence of continuous professional development in SEND and inclusion or willingness to undertake appropriate CPD


Desirable
· Knowledge of High Needs Funding arrangements and associated funding requirements.
· Experience of using management information systems for SEND tracking
· IT qualification
· Experience of working with EHCPs, including annual reviews and statutory processes
· Experience of working with local authorities and external agencies on SEND matters
· Knowledge of further education funding methodologies and compliance requirements.
· Experience of preparing and submitting funding claims.
· Experience of supporting internal or external audit processes.
· Knowledge of management information systems used within education settings.
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