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Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: Learning and Development Administrator 
	Grade:  
Scale 2 - 5 
 

	Section: Human Resources 
	Directorate: Resources 

	Responsible to following manager: 
Learning & Development Lead 
	Responsible for following staff: N/a 

	Post Number/s: RWRHR045
TBC 
	Last review date: January 2020  



Working for the Richmond/Wandsworth Shared Staffing Arrangement

This role is employed under the Shared Staffing Arrangement between Richmond and Wandsworth Councils. The overall purpose of the Shared Staffing Arrangement is to provide the highest quality of service at the lowest attainable cost. 

Staff are expected to deliver high quality and responsive services wherever they are based, as well as having the ability to adapt to sometimes differing processes and expectations. 

The Shared Staffing Arrangement aims to be at the forefront of innovation in local government and the organisation will invest in the development of its staff and ensure the opportunities for progression that only a large organisation can provide. 


Job Purpose  
 
To support the efficient organisation and delivery or learning, training and other development activities.  
 
Specific Duties and Responsibilities 
 
1. To manage training requests through booking individuals on to courses and emailing confirmations.  
2. To arrange room bookings for training courses. 
3. To liaise and provide support to teams that are providing in-house training. 
4. To copy and distribute training material for courses. 
5. To send out pre-course/post-course materials and/or information to delegates. 
6. To set up and close down training rooms, including replenishing refreshments and putting out and retrieving equipment. 
7. To set up and close down courses on iTrent and TPD and assist delegates with the booking process.  
8. To contact delegates on the waiting list to inform of new dates scheduled.  
9. To set up external delegates on iTrent and issue manual joining instructions. 
10. To set up e-learning courses and accounts on various IT systems. 
11. To forward course feedback to relevant trainers. 
12. To keep track of consumables, including disposing of out of date stock and raising purchase orders and processing invoices 
13. To ensures that all training equipment is functioning e.g. updating training passwords, etc. 
14. Provide administration support as required, including organising and minute taking for team meetings and taking messages. 

Progression Criteria  
 
Progression through the grade is based on the needs of the Council and is not automatic. The need for employees working at the higher grade/s will be assessed by the relevant manager in conjunction with the Head of Human Resources. If it is established that there is a need, then the postholder will be subject to a full assessment about their ability to work at the higher level. 

Sc3: Requires close supervision; work allocated by senior staff. 
· To support the preparation of reports for the Organisational Development and Learning and Development teams  
· To answering training related enquiries 
· To assisting with learning and development publicity and communications 
· To ensure the safe keeping of training equipment 
 
Sc4:  Requires less close supervision 
 
· To support projects within HR. 
· To recognise confidential or sensitive information and act appropriately. 
· To support trainers in the delivery, or development, of training and training materials  
 
Sc5:  Working more independently. Supervising on a task-by-task basis and checking the work of apprentices and other staff.  
 
· To deliver face to face training  
· To prepare new or updated learning materials  
· To support the commissioning of new or existing training and other learning interventions 
 
 
Generic Duties and Responsibilities 
 
· To contribute to the continuous improvement of the services of the Boroughs of Wandsworth and Richmond.  
 
· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection and health and safety. 
 
· To adhere to security controls and requirements as mandated by the SSA’s policies, procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems 
 
· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected. 
 
· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the role within the council.   
 
· The Shared Staffing Arrangement will keep its structures under continual review and as a result the post holder should expect to carry out any other reasonable duties within the overall function, commensurate with the level of the post. 
Additional Information 
Team structure


Person Specification

	 Job Title: Learning and Development Administrator 
	Grade:  
Scale 2 - 5 
 

	Section: Human Resources 
	Directorate: Resources 

	Responsible to following manager: 
Learning & Development Lead 
	Responsible for following staff: N/a 

	Post Number/s: RWRHR045
TBC 
	Last review date:  January 2020



Our Values and Behaviours 

The values and behaviours we seek from our staff draw on the high standards of the two boroughs, and we prize these qualities in particular:

Being open. This means we share our views openly, honestly and in a thoughtful way. We encourage new ideas and ways of doing things. We appreciate and listen to feedback from each other.
Being supportive. This means we drive the success of the organisation by making sure that our colleagues are successful. We encourage others and take account of the challenges they face. We help each other to do our jobs.
Being positive. Being positive and helpful means we keep our goals in mind and look for ways to achieve them. We listen constructively and help others see opportunities and the way forward. We have a ‘can do’ attitude and are continuously looking for ways to help each other improve. 
 
	Person Specification Requirements

	Assessed by 
A 
 &  I/ T/ C (see below for explanation)

	Knowledge 

	Knowledge of administrative processes
	A/I

	Knowledge of the Equality Act 2010 and its application to service provision
	A/I

	Knowledge of the principals of Confidentiality and GDPR
	A/I

	Experience 

	Ability to use Microsoft Office 365 to intermediate level particularly Word, Excel, Outlook and PowerPoint.
	A/T

	Experience of Learning Management Systems or similar software
	A/I

	Experience of using various different web based systems e.g. ordering, finance, 
	

	Skills 

	Ability to communicate effectively with a wide range of people verbally and in writing.
	A/I/T

	Ability to work effectively within a team.
	A/I

	Ability to organise workload and deal with competing demands.
	A/I/T

	Ability plan and monitor events.
	A/I/T

	Excellent attention to detail.
	A/I/T

	Ability to work flexibly.
	I

	[bookmark: _GoBack]Ability to contribute ideas and make service improvements.
	I/T

	Qualifications 

	No formal qualifications required.
	



A – Application form / CV
I – Interview
T – Test
C - Certificate


Organisational Development Manager


Learning and Development Lead


Organisational Development Lead


Learning and Development  Advisor x3


Learning and Development Adminstrator  (Casual)


Learning and Development Adminstrator x1
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