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	Compliance & Administration Assistant
Job Description and Personal Specification

	
	

	Job title:
	Compliance & Administration Assistant

	Place of work:
	17 Mann Island, Liverpool, UK

	Hours of work:
	37 hours per week

	Salary/Grade:
	Operational Support  

	Reports to:
	Team Leader 

	Level of screening:
	Application, Interview, References, Enhanced DBS

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

The Catch22 Employability division provides skills and employability provision on a range of programmes, both public and corporate funded. We pride ourselves on supporting the most disadvantaged in society to improve their prospects resulting in improved social mobility and sustainable positive change. 

	Where you fit in

	You will work closely with the Connect to Work team leader and employment specialists to ensure all administrative and compliance activities are completed accurately, efficiently, and in line with contractual requirements for the Connect to Work contract (St Heles & Wirral). 

You will support the delivery of the Connect to Work programme by maintaining high-quality records, preparing for audits, and helping ensure compliance with contract, data security, and quality standards.

We seek a diverse workforce and therefore are open to a range of backgrounds and experience however seek an individual who is proactive, organised and resilient to deal with the varying demands of the role.

	Main Duties & Accountabilities


· Supporting compliance & administration activities across the Liverpool Connect to Work programme

· Assisting the Employment Specialists with accuracy of participant and programme records on the CRM system.

· Supporting data quality checks, file reviews, and audit activity to ensure compliance with contractual requirements

· Assisting with the preparation of documentation required for internal audits, external audits, and monitoring activity.

· Supporting compliance processes associated with Catch22, Liverpool City Region combined Authority and the prime provider's quality standards.

· Assisting with fidelity checks and quality assurance activity to help ensure delivery aligns with the Supported Employment Fidelity Scale (SEQF) framework

· Ensuring information is managed securely and in accordance with GDPR, data protection, and information security requirements.

· Providing administrative support to programme delivery, meetings, events, and operational activities as required.
· Inputting and updating client data and performance. Producing reports when required (for all contracts in employability)

· Ensure the implementation of Catch22’s policies and procedures

· Carry out other such other relevant duties, as required

	What does good look like for this role?


You will be working on the Connect to Work SEQF programme - Good looks like accurate, audit-ready records, high-quality data management, and proactive support that enables the Connect to Work programme to meet compliance, quality and SEQF fidelity requirements.
To succeed in this role: 

· Understanding of compliance, GDPR and data security requirements
· Strong administration and organisational skills with excellent attention to detail

· Experience of maintaining accurate records and CRM systems

· Ability to conduct data quality checks and support audit activities

· Strong interpersonal skills with the ability to work effectively as part of a team

· Experience within employability, welfare-to-work, skills, or related support services programmes

	Organisational Relationships

	· Reports to Team Leader 
· Work as a member of the wider Operational team, Employability team (Operations Managers, Service Managers, Central services)


	Compliance & Administration Assistant: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	Minimum Level 2 in English and Maths

	· 
	Application Form, Interview/Selection Process

	KNOWLEDGE
	A sound knowledge of using Microsoft software, particularly Word, Excel at a basic to intermediate level.

Knowledge of financial systems and procedures.
Knowledge and understanding of compliance and data security processes on ESF/DWP employability contracts
	· Knowledge of the Connect to Work programme and Supported Employment Quality Framework (SEQF)
· Understanding of Supported Employment Fidelity principles and quality standards

Experience of working with Enspirio or similar CRM systems
	Application Form, Interview/Selection Process
Essential 



	EXPERIENCE


	Experience of working in a team, coordinating and implementing plans. 

Experience of working in the employability/welfare to work sector. 

Experience in quality and compliance processes/procedures to see an impact in performance measures.
	· Experience of working with both internal and sub-contracted employability delivery

· Experience of undertaking formal compliance audits


	Application Form, Interview/Selection Process

	SKILLS & ABILITIES
	Ability to set and work to agreed targets and work schedules. 

Good verbal and written communication skills. 

Cash handling and basic arithmetic skills.

Ability to organise one’s own tasks with minimum supervision.

Ability to type quickly and accurately.
Ability to input information quickly and accurately.
Good attention to detail.
	· Confidence in producing reports and analysing information from management information systems.
	Application Form, Interview/Selection Process

Essential 



	OTHER
	Share Catch22 values
Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly
Desire to develop and undertake training as required
Passionate about supporting young people into sustainable progression opportunities.


	
	




