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Job Description
Training and Development Advisor
Job Title:

Training & Development Advisor

Department:

Human Resources

Reporting to:

HR Director 

Grade:


Scale SO1 
Hours: 


36 hours per week, 52 weeks per year

Main location:

Based at Uxbridge but may be required to work from other campuses
MAIN SCOPE OF POST

To work with managers across the College to establish and implement training and development plans to provide staff with the knowledge and skills to improve their work performance and to enable the College to reach its strategic objectives. Administers the College Training Budget, ensuring staff book themselves on identified courses and monitors course evaluation and feedback.

DUTIES

1.
Training Courses

1.1        In conjunction with the Director - Human Resources, to develop and implement in-   
 house management skills courses which meet the needs of College managers to 
 enable them to develop within the College.

1.2   
To encourage the use of a range of learning opportunities, including in-house 

 training, external courses and open learning materials.

1.2.1 To run the College’s staff induction programmes, ensuring full attendance and that 
induction course content reflects College priorities, and arrange one-to-one training 
for those unable to attend.
1.4       To organise the Whole College Training Days and Information Days, preparing 
relevant evaluation reports afterwards.

1.5 
To organise and facilitate Mentoring training for staff identified to undertake Mentoring duties with new staff. 
2.
Planning and Evaluation

2.1 To maintain systems to evaluate and review the effectiveness of training and development in relation to the College’s overall business objectives on an annual basis.
2.2 To review and update the College Training and Development Policy with the Director – Human Resources and HR Manager.

2.3 To produce the annual Training and Development Plan in consultation with the Director – Human Resources, Principal and Vice Principals.

2.4 To keep staff informed of training activity via the College Intranet and keep it up to date with Training and Development information.

2.5 To prepare the annual Training and Development Budget for approval in July each year.

2.6 Contribute to the College’s Safeguarding committee providing detailed data on staff safeguarding training in all its forms e.g. Safeguarding, Prevent, mental health, well-being etc. 

2.7 In liaison with the Designated Safeguarding Lead agree the process for staff training helping to ensure compliance and meet the College’s legal requirement to train all staff in Safeguarding and Prevent.

3.
Training Administration


3.1
To process training application forms in line with the budget and check receipt of 
training evaluation forms after course completion. Ensure that all paperwork is 
completed before and after a course is attended via the Stonefish/CPD system.
3.2       To ensure that all employee training records of internal and external courses are 
accurate and kept up-to-date.

3.3       To arrange training courses through external providers in response to training 
request forms with the approval of the line manager, Assistant Principal and Director

            - Human Resources
3.4       To coordinate and attend the Training and Development Committee, take minutes  

      and produce an ongoing record of all College training activity and progress against  

      budget.

3.5       To produce an annual Training Evaluation report for the Senior Management Team
      and Academic Boards of the training activity throughout the academic year. 
3.6       Keep up-to-date with training and development initiatives and current trends in 
training practice.

.

3.7       Identify suitable external training courses for College Managers.
3.8       Administer attendance of new staff at mandatory training within their probationary 
      periods.
4.
Appraisal

4.1      To ensure that the Appraisal process is fully implemented and that all staff complete 
the appraisal cycle.

4.2      To monitor the completion of the Appraisals and produce reports on completion 
numbers and scores by School/Service Area.

4.3 To provide Appraisal training for managers to ensure the objectives of the College appraisal scheme are met and that the College appraisal scheme around SMART objectives is quality assured.

4.4 To meet with Assistant Principals and Heads of School/Service Areas to discuss 

training priorities from their areas in September each year.  Analyse management and staff appraisals in order to identify employee training needs, which will inform the College Training and Development Plan.

5.
General HR

5.1 To advise employees on College HR and training policy and procedure.

5.2 To understand and implement the College Equal Opportunities Policy.

5.3 To undertake any other such HR and training duties commensurate with the grading of this post in consultation with the Director – Human Resources
6.
Other

6.1
To take an active part in the appraisal and mentoring processes.

6.2
To comply with all relevant Health and Safety regulations and assist the College in the implementation of its own Health and safety policy.

6.3
To comply with and actively promote within their section the College’s Equal Opportunities Policy.

6.4
To participate in student enrolment and guidance duties.

6.5 To carry out other duties as may be reasonably required.

	Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Training and Development Advisor
Person Specification
	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· Good standard of general education including English and Maths at Grade C or equivalent
	(
	
	Cert/AF

	·  Educated to A Level standard or equivalent
	
	(
	Cert/AF

	·  CIPD qualified or other training qualification 
	
	(
	Cert/IV/AF

	Knowledge, Skills and Experience
	
	
	

	· Minimum of 2 years’ administrative experience gained within a busy environment
	(
	
	AF/IV

	· Effective communication skills, written and verbal
	(
	
	AF/IV

	· Ability to build strong relationships and work collaboratively
	(
	
	AF/IV

	· Ability to prioritise workload effectively under pressure
	(
	
	AF/IV

	·  Excellent presentation skills
	(
	
	AF/IV

	· Good literacy and numeracy skills
	(
	
	T

	· Experience of keeping accurate records and


maintaining administrative systems
	(
	
	AF/IV

	· Excellent IT Skills (Microsoft Office) 
	(
	
	AF/IV

	· Experience of working with an information system and providing management reports 
	(
	
	

	· Excellent customer service skills
	(
	
	AF/IV

	· Experience of working in the education sector
	
	(
	AF/IV

	· Experience of delivering training or working within a training and development role
	
	(
	AF/IV

	Personal Attributes
	
	
	

	· An enthusiastic and positive manner
	(
	
	

	· Ability to respond positively to change
	(
	
	IV

	· Ability to work flexibly when required
	(
	
	IV

	· Excellent planning and organisational skills
	(
	
	IV

	· A commitment to personal and professional


development
	(
	
	IV

	· A commitment to Equality and Diversity, 
       Safeguarding and Prevent
	(
	
	IV

	· A willingness to travel to other college campuses 

        as required
	(
	
	IV

	Competencies

Support staff should be able to demonstrate competency in the following areas:

Communication; Planning and Organising

Working Together ; Customer Services

Adaptability/Flexibility
	
	
	


*Evidence of criteria will be established from:

AF =  Application Form

IV = Interview

T = Test

Cert = Certificate 
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