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JOB DESCRIPTION
	JOB TITLE
	Learning and Development Coordinator

	REPORTING TO
	Learning System Manager

	RESPONSIBLE FOR/JOB PURPOSE 
	The L&D Coordinator role is responsible for coordinating access to learning and development through excellent customer service and the coordination of programmes and events. 

	LOCATION
	 Support Services, Widnes 



DUTIES AND RESPONSIBILITIES

· Be the internal contact point for colleagues accessing learning and development through excellent customer service in line with agreed service levels.
· Maintain the learning management system (Dare to Learn) in line with agreed processes, adhering to standards and ensuring good governance of the system.
· Coordinate the delivery of Community Integrated Care programmes in line with agreed standards.
· Provide administrative support to Learning and Development managers on specific projects.
· Coordinate L&D events to ensure they run smoothly and are delivered in line with agreed standards including liaising with suppliers.
· Coordinate the communication of L&D activities to promote the work we do including the communication of important changes.
· Generate reports and produce analysis to provide insight into L&D activities.
· Support the development of L&D processes to ensure a standardised approach to L&D activity.
· Ensure that income and expenditure is recorded in line with agreed systems.  Maintain a detailed list of suppliers for materials, training provision and room hire.
· Support the L&D apprentice to ensure that Learning and Development queries are followed up to completion.




KEY REQUIREMENTS
Qualifications
· A relevant qualification at Level 3 or above e.g. Business Administration, A Levels, CIPD Level 3 (E)
· Competent in the use of IT systems and software (E)
Experience
· Experience of providing administrative support to teams or departments (E)
· Experience of providing a service to internal customers (E) 
· Experience of working within a confidential environment (E)
· Experience of organising programmes and events (E)
· Experience of working within an HR or L&D Department (D)
Attitude
· A desire to provide an excellent level of service to all customers internal and external (E)
· A commitment to a culture of continuous improvement (E)
· Flexibility in approach, tailoring solutions to fit (E)
· Commitment to personal and professional development (E)
Skills / Abilities
· The ability to communicate with confidence and persuasively at all levels, understanding the need to maintain confidentiality at all times (E)
· The ability to troubleshoot and resolve technical queries (E)
· Ability to manage a varied and busy workload (E)
· The ability to analyse and present complex information in a clear, concise and structured way (E)
· The ability to organise and prioritise workload to meet targets and deadlines (E)
· The ability to work on own initiative (E) 
· Good level of ICT capability (E)
Knowledge
· An awareness of organisational policies and procedures relating to L&D (E)
NB : This job description is not intended to be an exhaustive list of duties and responsibilities, but to give an indication of the main areas of activity and involvement.

This Job Description is an outline of the key tasks and responsibilities of the post and the post holder may be required to undertake additional duties appropriate to the pay band. The post may change over time to reflect the developing needs of the Charity and its services, as well as the personal development needs of the post holder.
	DATE PREPARED:
	Thursday, 26 May 202219

	PREPARED BY :
	Helen Gibbins, Learning and Development Manager – Qualifications and Talent
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