[image: cid:image001.png@01D50A74.18D1E2B0]


JOB DESCRIPTION

	Job Title
	Immigration Compliance Manager

	School /Service
	Legal and Governance

	Grade 
	G

	Location and Hybrid working status
	Docklands campus, 2 days per week on campus

	Reporting to
	Assistant Secretary and Director of Student Immigration, HE Regulation &Compliance 

	Line management for 
	Immigration Compliance Officers and Senior Immigration Compliance Officers

	Key working relationships: Internal 
	Assistant Secretary and Director of Student Immigration, HE Regulation &Compliance 

	Key working relationships: External 
	Applicants, students, recent graduates, staff and UK and Overseas Agents, relevant external organisations

	Contract type/ Hours 
	Full Time/35 Hours Per Week



Build your career, follow your passion, be inspired by our environment of success 
#BeTheChange

THE UNIVERSITY OF EAST LONDON

If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re now in Year 5 of our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick.

Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future.

But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo.

If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world.


BRIEF OVERVIEW OF SERVICE/SCHOOL: Office for Compliance Governance & Legal Services (OCGLS)

The Office for Compliance Governance & Legal Services (OCGLS) are responsible for compliance activities across the university of East London. We support the Board of Governors, University Executive Board, Schools and Services to make sure that UEL complies with our Office for Student conditions of registration as a university and the laws and regulations which govern our day-to-day operation. 


BRIEF OVERVIEW OF THE DEPARTMENT / TEAM

The Immigration Compliance Team are responsible for immigration compliance matters across UEL. With increasing international student numbers each year, we are required to monitor and maintain processes to ensure the university complies with & adheres to UKVI requirements. 


JOB PURPOSE

You will lead and coordinate the International Compliance team in delivering the institution’s responsibilities under the Student visa route and broader sponsorship duties, including visitor and graduate route visas. Working closely with the line manager, the postholder will plan and implement compliance strategies, manage day-to-day operations, and handle specialist casework at OISC Level 2. The role also involves contributing to sector best practice through engagement with the International Compliance Network (ICN) and adherence to the UKCISA Code of Ethics, while supporting the development of initiatives to enhance international compliance processes across the institution.


KEY DUTIES AND RESPONSIBILITIES

· To deliver and maintain systems and processes which enable the university to comply with our sponsor duties and obligations under the Student visa route. To regularly monitor, review and adapt these processes as required in response to internal and external factors, e.g. immigration legislation changes, SITS/SMS enhancement.

· Be a key stakeholder in the development, implementation and maintenance of an effective attendance monitoring and management system to fulfil the University's responsibility to UK Visas & Immigration (UKVI) for students subject to immigration control.

· To undertake complex compliance casework with international students with sensitivity, using specialist knowledge and researching relevant information from a variety of sources (immigration Rules, Student Sponsor Guidance, case history, UEL policies), and find appropriate solutions to complicated cases that optimise student experience, recruitment and retention whilst maintaining the university’s Student sponsor licence.

· To provide advice, guidance and training to staff on compliance issues, including the preparation of training materials.
· To maintain expert knowledge of all aspects of UK government immigration rules and all aspects of compliance requirements for both students and the organisation in respect of student visas and to advise staff across the university of the implications of any changes to immigration policy that may impact upon student recruitment and/or the student experience.

· To create, review and monitor new and existing  reports as and when required to ensure that all necessary information, required by the Home Office, is captured, recorded and reported.

· To prepare for an audit from UK Visas and Immigration (UKVI), or other external audit, and assist with the audit, including a review after each enrolment to check that all teams are meeting their record keeping obligations, e.g. admissions.

· To ensure robust, effective and appropriate processes in place for all aspects of record keeping, monitoring and reporting on student visas and compliance requirements and to develop, maintain and manage processes.

· To oversee the daily workload of the Immigration Compliance team to ensure work is effectively progressed

· To oversee, review and monitor the monthly compliance planner in order to ensure compliance with our Student Sponsor Licence requirements and recommend changes as appropriate.

· Produce reports to monitor and track our Student Sponsor and other compliance related activities and assign work accordingly
· Manage and lead on pre-enrolment and document checking activities of international students in accordance with the Home Office and University requirements.
· Work with the School’s and the Quality team to ensure that all courses with work placement meets the Home Office Sponsor Guidance definition and collect details of placements and report these to the Home Office
·  To provide guidance and advice on complex cases 

· To work closely with relevant teams, e.g. International Recruitment, International Admissions, International Student Advice, Language Centre, Student Records, Schools, to provide advice and guidance on Student Sponsor compliance processes.

· To act as a Level 1 user using the Home Office’s Sponsor Management System (SMS) and undertake reporting responsibilities to UKVI.

· To plan and deliver institutional processes for CAS issuance .

· To undertake statistical analysis and produce reports in relation to meeting our Basic Compliance Assessment, e.g. Jasper reports, CAS Management Information reports produced by UKVI.

· To lead on projects such as the planning and implementation of the ‘right to study’ (visa checks) during enrolment and for all short courses, in line with UKVI requirements.

· To provide immigration advice at OISC level 2 for students and their dependants and to be supported by case management/record keeping in accordance with OISC requirements and ISA procedures.

· To update the website in line with changes in legislation and UEL processes.

· To identify, prepare and deliver training to support staff to support students and work within the legal framework to enable them to make appropriate referrals to other teams as necessary.

· To keep up to date with relevant legislation and best practice across the sector and make policy recommendations in response to changes.

· To develop and maintain effective relationships with a range of colleagues and agencies internally and externally, e.g. UKVI, UKCISA, ICN, providing updates and recommendations to manager and team members

· To work between sites as required and on occasion to work in the evening and at week-ends.

· To work in accordance with and promote UEL’s Equality and Diversity policies.



The duties and responsibilities outlined above provide a general overview of the range of tasks that an Immigration Compliance Manager at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations, demonstrating a commitment to equal opportunities within a diverse and multicultural environment. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.

































PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.

 **Aim to list 4-8 bullet points for each section, except for Education and Qualification section **

**Do not include number years’ experience required**

**Make sure criteria are objective and measurable**

	Education and Qualifications
	Essential 
	Desirable
	Criteria assessed by

	Degree in a relevant subject 
	|X|
	|_|
	A/C

	A relevant postgraduate degree
	|_|
	|X|
	A/C

	Experience/Knowledge
	
	
	

	Demonstrable experience of working in an advice/compliance role in relation to the student visa route, and other student related immigration routes
	|X|
	[bookmark: Check27]|_|
	A/I

	
Skills/Abilities
	
	
	

	Ability to analyse complex legislation, policy and technical reports from a variety of sources and provide effective solutions to specialist case work
	|X|
	|_|
	A/I

	Ability to make independent complex decisions to ensure the university adheres to Student Sponsor Licence duties to support the maintenance of our Student Sponsor licence
	|X|
	|_|
	A/I

	Experience of planning and organising projects and events
	|X|
	|_|
	A/I

	Ability to organise workload and clarify clear task objectives for team members and actively contribute to team morale
	|X|
	|_|
	A/I

	Ability to understand, summarise and convey complex information that needs careful explanation or interpretation to a range of different audiences, e.g. legislation or regulations
	|X|
	|_|
	A/I

	Excellent attention to detail and the ability to maintain work of high quality
	|X|
	|_|
	A/I

	Excellent IT skills including SITS
	|X|
	|_|
	A/I

	An understanding of equality issues within a diverse environment
	|X|
	|_|
	A/I

	Experience of working across teams to build and strengthen working relationships and systems
	|X|
	|_|
	A/I

	Experience of exploring and seeking ways to improve and adjust levels and quality of service
	|X|
	|_|
	A/I

	
Other Competencies required 
	
	
	

	Willingness to work flexibly and additional hours during peak periods to meet business goals; and to travel between University sites as required
	|X|
	|_|
	A



Criteria assessed by Key: 

A = Application form/CV        C = Certification        I = Interview          P = Presentation task		Other Activity = (please specify e.g
      Micro teaching, test etc.)	



Further Information: 

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. We expect all employees of UEL to accept our EDI policy and will not tolerate discrimination in any form. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.

Disclosure and Barring Service (DBS): ***Delete if not applicable to position***
 
This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.
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