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Job Title: Compliance Officer 
Location: London / Birmingham  
Reporting to: Head of Recruitment  
Contract Type: Permanent   
Start date: Mid-October 
Salary: £31,000 (Inc London Weighting) 
 
Summary 
We are seeking a proactive and diligent Compliance Officer to join our Recruitment and Operations team.  You 
will be responsible for providing a robust compliant onboarding service for all successful applicants to our award-
winning Tutoring Programmes; ensuring all candidates are ready and fully eligible to start their delivering tuition 
sessions in colleges across the country. 
 
The ideal candidate will oversee the end-to-end onboarding process and ensure all pre-employment checks meet 
the standards required by Get Further and safer recruitment practices. 
 
Key Responsibilities: 
 
Compliance and Onboarding: 

• Manage the end-to-end onboarding process, ensuring all pre-employment checks (Right to Work, DBS, 
references, and safeguarding requirements) are completed accurately and on time. 

• Maintain accurate and secure records in line with GDPR and safer recruitment practices. 
• Oversee the offboarding process where appropriate 

Safeguarding and Quality Assurance 

• Ensure all safeguarding requirements are met and documented within our CRM system. 
• Monitor compliance requirements and ensure continuous alignment with safer recruitment policies. 
• Work closely with the Head of Recruitment to deliver in line with Get Further’s five-year strategy. 

 

Communication and Stakeholder Engagement 

• Manage tutor communications during the onboarding stage, ensuring candidate enquiries are responded 
to promptly via the shared mailbox. 

• Liaise with College HR departments, providing assurance letters and compliance information for tutors. 
• Collaborate with internal departments to ensure smooth onboarding and cross-team coordination. 
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• Support the onboarding process by reviewing and collating documentation and references. 
• Ensure all Right to Work (RTW) checks are completed accurately and renewed and in a timely manner. 
• Oversee the processing and verification of enhanced DBS checks, tutor reference requests and Social 

online Media checks.  
• Ensure all safeguarding requirements are met and documented within our CRM database. 
• Maintain accurate records in line with GDPR and compliance standards. 
• Manage our Tutor Training booking process. 
• Oversee the offboarding process where appropriate. 
• Liaise with internal departments to ensure smooth onboarding and compliance. 
• Manage tutor communications during the onboarding stage and oversee our onboarding mailbox – 

ensuring enquiries are responded to in a timely manner. 
• Liaise with College HR departments and provide assurance letters for Get Further Tutors. 
• Work with the Head of Recruitment to deliver Get Furthers five-year strategy.  
• Manage the onboarding budget for tutors 

 
Who We’re Looking For 
 
An enthusiastic and diligent team player with a passion for educational equality and inclusive hiring. You’ll thrive 
on building relationships, to creating a brilliant, supportive experience for applicants on their journey from start to 
finish. You’ll also bring a meticulous eye for detail and a commitment to safeguarding through thorough 
compliance checks and understand the importance of safer recruitment practices.   
 
If you're someone who combines people-first energy with process driven precision, we'd love to hear from you. 
 
We welcome candidates from a wide range of backgrounds.  Experience in the following areas may be 
particularly useful, but we understand that these skills can be gained in many different ways. 

• Carrying out pre-employment checks such as Right to Work, DBS, or reference verification 
• Managing onboarding or admissions processes and ensuring documentation is complete and accurate 
• Handling sensitive or confidential information in line with safeguarding or GDPR requirements 
• Coordinating compliance processes, audits, or record-keeping  
• Supporting recruitment, HR, or people-focused processes in education, charities, local government, or 

other sectors 

We promote a supportive, collaborative, and inclusive working environment and are guided by our core values. 
These values are at the heart of our organisation’s personality. 
 
At Get Further, we are: 
BOLD We are bold and unafraid to go against the grain. 
OPTIMISTIC We are optimistic through setbacks, retaining a sense of possibility in the face of challenges. 
AMBITIOUS We are ambitious for students who are yet to achieve gateway English and maths qualifications. 
TENACIOUS We are tenacious in our drive to achieve impact for the students we support. 
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ESSENTIAL    A  I  T  
• Commitment to Get Further’s mission and values, including passionate 

about tackling educational inequality.    
A  I    

• Trustworthy and able to handle confidential information with care  A  I    
• Highly comfortable with learning new software and systems  A      
• Previous experience within admissions/onboarding  A  I  T  
• Strong IT skills e.g. MS Office (Word and Excel etc.)  A      
• Familiarity with GDPR requirements, policies, processes and 

organisational compliance 
A      

• Excellent communication skills (including written and verbal skills).  A  I  T  
• Excellent interpersonal skills:  ambitious, optimistic, tenacious and 

supportive team member and ability to manage external stakeholders 
effectively.  

  I    

• Committed to safeguarding the young people we work with via 
compliance with safer recruitment practices, safeguarding frameworks and 
keeping confidential/sensitive information secure.   

  I    

• Able to work independently, take initiative, and solve problems creatively  A  I    
DESIRABLE A I T 

• Experience using recruitment platforms or applicant tracking systems 
 

A I  

• Knowledge of graduate recruitment 
 

A I  

• Familiarity with CRM systems such as Salesforce or a willingness to learn 
 

A I  

• Knowledge of or willingness to about the further education or university 
sector 

 I  

• Experience in or passion for the education sector    
 
What We Offer: 

• 36 days of holidays per year (including bank holidays)  
• Ongoing learning and development opportunities with a £200 personal L&D Budget per year 
• Flexible hybrid working  
• Cycle to work scheme  
• Employee Assistance Programme with Health Assured  
• Termly ‘in-person’ team development days at our offices in London  
• The opportunity to work in a progressive and socially conscious, growing organisation where we can have 

an outsized impact on its success and development.  
 
How to apply: 
Your application must include:  
 

• A CV of no more than 2 sides of A4; and  
• A supporting statement which includes your answers to the following three questions:  

 
Why do you want to work for Get Further? (Max 250 words) 
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Demonstrate your experience against the following three areas (250 words each): 
 

• Managing time efficiently across multiple projects  
• Delivering an admissions/onboarding process 
• Handling sensitive or confidential information in line with safeguarding or GDPR requirements 

What two aspects of the role would be most challenging for you and how would you address them? (Max 300 
words). 
 
Please submit your application via our website: Jobs - Get Further by 23rd September. 
 
Incomplete applications will not be processed. The first-round interviews will be held online w/c 29th September, 
followed by a second in-person interview w/c 6th October (London). 
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