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	Role Profile
	

	Job Title:
	Compliance Assurance Specialist Apprenticeships

	Grade:
	Grade 4

	Reports to:
	Karen Fone

	Location and Working Pattern:
	Home Based

	Department:
	Work Force Learning Apprenticeships / Compliance

	Vetting required:
	Basic



	About the role
	

	Summary:
	The Compliance Assurance Specialist is responsible for providing expert assurance across apprenticeship (including apprenticeship units) delivery and funding compliance. The role ensures that all apprenticeship programmes, learner records, funding claims, and associated documentation meet all DfE/DWP requirements, funding rules, and regulatory expectations.
The Compliance Assurance Specialist will conduct detailed compliance reviews, analyse data, identify risks and trends, and support continuous improvement activities to safeguard funding and ensure the accuracy of Individualised Learner Record (ILR) submissions.
This role requires exceptional Excel skills, a deep understanding of apprenticeship (including apprenticeship units) funding rules and ILR data, excellent analytical capability, and meticulous attention to detail.

	Role Responsibilities:
	· Conduct risk-based compliance reviews and audits across all apprenticeship programmes, including producing detailed assurance reports with clear findings, recommendations and corrective actions for key stakeholders.
· Verify compliance with current DfE/DWP Apprenticeship Funding Rules, associated guidance, and contractual obligations.
· Identify compliance risks, funding vulnerabilities, and process weaknesses.
· Perform detailed validation of ILR data against source documentation and funding evidence.
· Analyse apprenticeship funding data to identify anomalies, trends, and potential funding risks.
· Support funding assurance activities, including preparation for external audits and funding reviews.
· Investigate data discrepancies and work with operational teams to resolve errors.

	Your Experience/Skills:
	· Extensive knowledge of DfE/DWP Apprenticeship Funding Rules, whilst working within apprenticeship compliance and funding assurance roles.
· Strong understanding of apprenticeships (including apprenticeship units) programme delivery and learner journeys.
· Detailed knowledge of Individualised Learner Record (ILR) requirements and data fields.
· Understanding of funding assurance methodologies and audit principles.
· Knowledge of learner eligibility, evidence requirements, and funding compliance controls.
· This role requires Advanced Microsoft Excel skills with excellent data interrogation and reconciliation skills.
· Excellent organisational and time management skills.


	Key Competencies:
	· Exceptional Analytical skills and able to analyse large and complex data.
· Confident with data manipulation and validation.
· Strict attention to detail, with the ability to spot anomalies that others may have missed.
· Pro-active approach to identifying funding risks and ability to constructively influence improvement across the business.


	About QA
	At QA, we believe the future belongs to organisations that are able to learn, master and apply new skills at pace and scale. As the largest tech training company in the UK and the fastest-growing in the US, we partner with 96% of the FTSE and most of the Fortune 500. We have served over 4,000 customers and 1+ million learners since 1985.

We believe skills alone aren’t enough but need to be applied back to the business in order to effect change. We do this through tailored learning programmes that connect learning across an organisation’s siloes, create continuity for learners, and feature collaborative, cohort-based modalities to apply skills at pace and at scale. Our unique end-to-end learning solution draws from deep expertise across apprenticeships and instructor-led training, and self-paced learning.
Please find out more about us at https://www.qa.com/about/careers/


	Safeguarding Statement – please delete if the role doesn’t sit within QA Apprenticeships and amend the check needed as appropriate
	QA is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organization, we comply with relevant legislation and best practices in safeguarding and safe recruitment.
 
This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process will be undertaken on successful applicants including: 
· an enhanced disclosure check 
· Child Barring list check
· qualification checks
· online checks 
· medical fitness
· identity and right to work
All applicants will be required to provide two references covering the previous three years and a Criminal Declaration form must be completed and returned ahead of interview.
 
We look forward to welcoming dedicated individuals who share our commitment to safety and well-being.
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