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	Job Title: Learning and Development Officer

	Pay Grade:
SO1 Pro rata

	Normal Place of Work:

	Line Manager: HR Director


	Role Summary: Responsible for learning and development planning, delivery and evaluation across  the college in conjunction with operational business partners, providing quality Training delivery in line with legislation, FE sector best practice and College policies and procedures, to support the achievement of college delivery objectives and budget. 



Principal Accountabilities:
1. Develop and build strong working relationships with managers and staff to ensure that L&D adds value to the achievement of college strategy, plans and budget.
2. Working closely with business partners Identify and assess current and future learning & development needs through job analysis, career path planning, annual performance and development appraisals and internal consultation and surveys.

3. Work closely with the College quality managers to assist in the delivery of Learning and development initiatives for delivery staff. 

4. Conduct regular training needs analysis in order to determine the most appropriate and cost effective learning and development solutions that will improve manager and team knowledge, skills and business performance in line with college strategy and business plans. Determine priorities and plan a 12 month rolling training calendar ensuring value for money within L&D budget, submit recommendations and proposals for approval.

5. Build develop, organise and deliver learning and development programmes, deploying wide range of training methods.

6. Research new training materials and supplies that might enhance training procedures and provide value working closely with external providers to develop suitable content for the courses. Maintain keen understanding of training methods, trends and developments and best practises.

7. Plan, organise and deliver classroom training and workshops sessions to managers and employees.

8. Ensure accurate L&D records and data files and costs are maintained, and accurate and timely reports produced. Support inspection and audit data reporting requirements.

9. Create and deliver on-boarding and induction programmes for new starters to improve the ‘joining the college experience’, and new starter performance and retention.  Input in to recruitment and selection activity from skills and learning viewpoint. Analyse exit survey and interview feedback to inform how improvements can be made to the process.

10. Monitor and evaluate training programmes effectiveness, successes and return on investment. Evaluate with operational business partners the outcomes of training, learning and development activities, to ensure all needs are met. Reflect and act on manager, and employee feedback and staff surveys to contribute to learning and development planning. Produce reports on outcomes and success. Resolve any problems and tailor programs as necessary. 

11. Works with accrediting organisations to support employees and college employed apprentices in gaining qualifications as part of the development plans in line with College policy and procedures. Manage the college training funding and ensure training contracts and signed and complied with. Liaise with Payroll and Finance departments for payments and deductions as appropriate.

12. Liaise closely with the HR and Payroll & Pensions Team to ensure consistency and to identify training requirements tailored to business needs and individual PDPs. Participate in and contribute to HR projects as appropriate.
Key Relationships

The post holder will be expected to develop and maintain good relationships with:

	· Director of HR/OD


	To ensure the provision of a high quality service supporting departmental and Group wide objectives.

	· MIS team and external service providers

	To liaise and work with providers of systems and services, internal and external to the HR/OD team, as required, for the provision of high quality services to the Group.

	· College Management Team
	To ensure that the HR services meet the needs of the organisation’s management team and takes account of the different geographical context in which we deliver.

	· Quality Improvement Director
	To ensure the provision of a high quality service supporting departmental and Group wide objectives.


Generic Responsibilities

· To represent and promote the College brand values internally and externally; acting as an ambassador for business development on behalf of the College

· Ensure that the College’s internal customers receive an excellent customer service experience in all dealings with the service

· To deliver your day to day duties consistently with the service level agreement

· Promote the College’s student first ethos, ensuring that the student experience is uppermost in policy implementation

· To act as a champion for change and improvement and constantly enhancing quality

· To contribute to the annual quality review of the service and the programme of continuous improvement

· To actively promote and act, at all times, in accordance with College policies, e.g. Health and Safety, Equal Opportunities and Safeguarding

· To actively promote and adhere to agreed College values

· Promote innovation

· To contribute to delivering the College’s internal communications strategy, playing a supporting role in ensuring that communications are high quality and that our workforce is respected

· To participate in the College Annual Staff Performance and Development Review (ASPDR) as a reviewer and a reviewee

· To undertake other duties commensurate with the job level

Key Result Areas
· Proactive input to implementation of to L&D strategy and planning activity

· Current L&D plans in place which support business strategy & objectives. 

· Achievement of timely and high quality training programmes that add value to the business.
· Maintain current and accurate L&D database, records and cost files 

· Timely production of accurate reports

· Legal and College policy compliance

Person Specification – 

	
	Essential
	Desirable
	How assessed*

	QUALIFICATIONS
	
	
	

	CIPD Qualified (or equivalent) or actively working towards qualification.
	
	x
	AF/Cert

	Proven successful track record in equivalent L&D role.
	x
	
	AF/IV

	KNOWLEDGE AND EXPERIENCE (UP TO DATE/ CURRENT)
	
	
	

	Knowledge in and understanding of current L&D, training methods, trends and developments and best practises.
	x
	
	AF/IV

	Proven track record of designing and delivering management and employee training programmes 
	x
	
	AF/IV

	Demonstrates strong writing skills and record keeping ability for reports and training programmes / manuals. Good computer and data base skills – word, excel, power point
	x
	
	AF/IV

	Understanding and knowledge of legislation and how it applies in the workplace. Familiar with a wide range of training methods (mentoring, coaching, on-the-job, classroom, learning workshops and simulations).


	x
	
	AF/IV

	Experience of delivereing a range of training
	x
	
	AF/IV

	Clean current UK driving licence or ability to travel as required to fulfil role requirements.
	x
	
	AF/IV

	SKILLS AND ABILITIES
	
	
	

	Commercially focused and able to demonstrate added value approach to HR
	x
	
	AF/IV

	Ability to undertake project work
	x
	
	AF/IV

	Ability to work on own initiative
	x
	
	AF/IV

	Ability to influence and persuade and build effective working relationships at all levels.
	x
	
	AF/IV

	Flexible & pragmatic approach to providing L&D solutions. Ability to plan, multi-task and manage time efficiently
	x
	
	AF/IV

	This role requires flexibility to working hours to meet business needs – some unsocial hours working needed on occasions. 
	x
	
	AF/IV

	Willing to meeting travel requirements of the role
	x
	
	AF/IV


*Key to how skills are assessed:

AF
=
Skill assessed via application form

IV
=
Skill assessed via interview

AT
=
Skill assessed via test/work-related task
Cert
= 
Certificate checked at interview

