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JOB DESCRIPTION

	JOB DETAILS



JOB TITLE:	 Compliance Officer

HOURS:		 37.5 hours per week

REPORTING TO:	Head of People

BASE:			Central Support Office / Hybrid working

	JOB SUMMARY



The Compliance Officer will support the People function by ensuring that the organisation’s people-related activities, and any immigration-related matters (e.g., work visas, right-to-work checks, sponsorship licence compliance) are carried out in accordance with relevant UK legislation, internal policies and regulatory best practice. The role combines operational support, advisory functions and compliance monitoring, enabling the business to manage risk, maintain good governance, and support any overseas / non-UK national team members effectively.

	JOB SPECIFIC RESPONSIBILITIES



Immigration & Sponsorship Compliance
· Act as the primary point of contact for all immigration and sponsorship queries from colleagues and sponsored team members.
· Maintain a thorough understanding of the Skilled Worker / Tier 2 Sponsorship Guidance and ensure employer duties are met consistently.
· Ensure the business is always fully prepared for a Home Office audit, maintaining accurate and complete personnel files for all sponsored workers.
· Manage and maintain detailed trackers for sponsored workers, including visa types, visa expiry dates, working hours, reporting requirements and key documentation.
· Conduct regular immigration reporting, including checking right-to-work information against CoolCare records.
· Regularly review the hours worked by sponsored team, team members on graduate and dependent visas and students to ensure compliance with visa conditions.
· Monitor changes in immigration legislation and ensure timely updates to internal processes and stakeholders.
· Provide guidance to sponsored team members regarding their visa status, documentation, renewal timelines and related queries.
· Ensure all immigration-related activities comply with GDPR and data-security requirements.

SMS & Certificate of Sponsorship Management
· Manage all updates within the Sponsor Management System (SMS), including:
· changes to work location
· changes in pay
· OSCE exam bookings and results
· changes in working hours
· job title changes
· leavers
· Request Certificates of Sponsorship once all recruitment criteria are met.
· Issue CoS for in-country applications, such as renewals, Skilled Worker switches and new hire sponsorships.
· Manage CoS renewals end-to-end: liaising with homes, gathering documentation, issuing CoS and submitting payments.
· Maintain accurate records of all CoS activity and reporting submissions.

People Compliance
· Carry out right-to-work checks in full compliance with current regulations, maintaining consistent, accurate and timely record-keeping.
· Process amendments to contracts and issue updated documentation as required.
· Support the day-to-day operations of the People Team, providing high-quality administrative and clerical support to the Head of Governance & Compliance and Head of People.
· Maintain accurate data in CoolCare, ensuring timely updates to team member records.
· Assist payroll and/or finance teams by providing relevant People data and ensuring consistency between HR and Payroll information.

Compliance Monitoring, Audits & Reporting
· Conduct monthly, quarterly and annual audits across HR and immigration processes to ensure legal compliance and identify areas for improvement.
· Provide monthly immigration and compliance activity reports to the Head of People, and additional reports to the Head of Governance & Compliance as required.
· Carry out regular internal audits of personnel files, right-to-work checks, immigration documentation and contract variations.
· Ensure accurate file sign-off processes are followed for all HR and immigration records.
· Maintain audit readiness at all times, preparing evidence and documentation for external inspections or regulatory reviews.

Advisory, Governance & Continuous Improvement
· Offer clear, accessible compliance advice to leaders, managers and team members.
· Provide training, guidance or refresher sessions on right-to-work, immigration rules and People compliance processes as needed.
· Attend weekly and monthly team meetings to provide compliance updates, insights and emerging risks.
· Proactively review processes, identify gaps and recommend practical improvements to enhance compliance and efficiency.
· Collaborate closely with the Resourcing Business Partner, People Team Administrator and wider People Team to ensure aligned, people-centred processes.



	PERSON SPECIFICATION


	
	
	Essential Criteria

	Qualifications/
Education
	· A recognised HR qualification (e.g., CIPD) or compliance-certification / training is advantageous

	Experience

	· Previous experience working within a busy HR / People or compliance-oriented environment (generalist HR or administration), managing administrative workload, prioritising tasks and meeting deadlines. 
· Experience of handling visa/immigration-related tasks, right-to-work checks, or equivalent immigration compliance/admin work. 
· Experience delivering training, guidance or workshops to staff on immigration / compliance topics. 
· Experience working in a regulated environment, or supporting global mobility / international hires / relocation. 

	Skills/
Knowledge


	· Good working knowledge of UK immigration rules, visa sponsorship requirements, right-to-work legislation and best practice, or clear ability and motivation to learn and stay up to date. 
· Familiarity with HR processes, employee lifecycle, and general HR compliance / employment-law context. 
· Strong IT literacy — competent user of HR / payroll / data systems, databases, spreadsheets. 
· Experience with an HR-system (e.g., HR database, CRM or immigration-tracker). 

	
Personal Qualities
	· Strong attention to detail, accuracy and organisation — especially when maintaining records, tracking compliance, and handling sensitive documentation.
· Good communication and interpersonal skills — able to explain complex regulations simply, liaise with staff at all levels, and work collaboratively across the organisation. 
· Ability to exercise discretion, handle confidential information sensitively, and maintain integrity and professionalism.
· Proactive and diligent — takes initiative to identify compliance risks and anticipate needs.
· Able to prioritise multiple tasks, manage conflicting deadlines, and remain organised under pressure.
· Confidential and discreet — able to handle sensitive personal and immigration data with integrity.
· Collaborative — works well with HR colleagues, line managers, and external stakeholders.
· Adaptable — comfortable working in a dynamic environment, responding to changes in legislation, business needs, or immigration rules.



This job description reflects the current main organizational priorities for the position.  These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business.  
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