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POS Workforce Compliance Coordinator 

Responsible to
Recruitment & Onboarding Manager

Location

National Tennis Centre, 100 Priory Lane, Roehampton, London SW15 5JQ 

Salary
Up to £28,000 per annum depending on experience

Contract 
Monday 12th October 2026 – Wednesday 31st March 2027
About the Role

On average, the LTA engages with circa 780 Provision of Services (POS) contractors each year and from 2027 we will see this workforce grow to circa 1,500 estimating an average workforce cost of 4.5 million. To support with the growth of this workforce, a dedicated role has been identified to support the Recruitment and Onboarding team to manage the compliance, engagement, tracking and data analytics. 

The POS Compliance Workforce Coordinator role will be responsible for ensuring the effective governance, compliance, administration, and management of all Provision of Service (POS) contractor engagements across our business. The role acts as the primary point of contact for contractor compliance activities, ensuring all contractor engagements meet company policy, regulatory requirements, IR35 legislation, right-to-work obligations, safeguarding standards and procurement controls.

This role will be for a fixed term basis cover the following:

October – December 2026
· Support with the expansion of the RTW regime in October 2026 and conduct circa 1400 RTW checks via our new digital RTW platform, Trust ID
· Support with the contractor engagement of all POS contractors, including contracts being issued, IR35 and DBS checks being conducted before 2027 engagement
· Support with the continuation of tracking and management of the workforce
January – March 2027
· Continuation of the above, plus support with the implementation project to move the compliance management of this workforce into a dedicated HR platform, supporting with discovery sessions and UAT testing
Key Accountabilities 
Contractor Engagement Management

· Act as the primary point of contact for all POS contractors and hiring managers 

· Ensure contractor engagements are conducted in accordance with company policies, procurement requirements, and compliance standards

· Build effective relationships with hiring managers, finance, safeguarding and external contractors

IR35 & Employment Status Compliance

· Coordinate and manage IR35 assessments and CEST checks for all applicable contractor engagements in partnership with the People Team and relevant stakeholders, supporting our Compliance & Onboarding Partner 

· Ensure accurate determination and documentation of employment status prior to engagement

· Manage and review CEST and Qdos assessments, ensuring issues are resolved before engagement

· Maintain comprehensive and auditable records of IR35 decisions and supporting evidence

· Monitor legislative and policy changes impacting contractor engagements and recommend process improvements

Compliance, Vetting & Safeguarding

· Manage Right to Work (RTW) checks through the TrustID platform

· Coordinate DBS applications, monitoring progress and ensuring timely completion in partnership with safeguarding teams

· Track compliance status for all contractors, ensuring mandatory checks are completed prior to assignment commencement

· Ensure contracts and associated documentation are issued and signed before engagement begins

· Maintain accurate compliance tracking systems and management information records

· Maintain a centralised contractor management system and single source of truth for contractor records

· Produce reports and management information relating to contractor activity, compliance performance, and spend

· Identify compliance risks, gaps, and process improvement opportunities

Continuous Improvement

· Support the implementation of new systems, processes and technologies relating to contractor management and compliance

Person Specification 

	Strong organisational skills with the ability to manage multiple contractor engagements simultaneously
	Essential

	Excellent attention to detail and record management skills
	Essential

	Ability to analyse information and identify compliance risks
	Essential

	Strong stakeholder management and communication skills
	Essential

	Proficient in Microsoft Office, particularly Excel and data management systems
	Essential

	Strong project management skills and good at working autonomously as well as part of a team
	Essential

	Self-starter with good time management skills
	Essential

	Experience managing contractor, contingent workforce, supplier, or outsourced workforce compliance. 
	Desirable

	Strong understanding of contractor onboarding and offboarding processes. 
	Desirable

	Experience managing compliance documentation and audit requirements. 
	Desirable

	Knowledge of IR35 legislation and employment status determination processes. 
	Desirable

	Experience administering Right to Work and DBS screening processes. 
	Desirable

	Experience using TrustID, Qdos, CEST, or similar compliance platforms.
	Desirable

	Experience implementing new systems
	Desirable 

	Understanding of safeguarding requirements.
	Desirable
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