July 2005

Dear Applicant,

I enclose an information pack for the post of Training and Development Coordinator.

This is a new, key post for Hilt. In order to embed the Valuing People agenda, we have started to get staff working towards the LDAF/NVQ qualification. We hqve also been supporting managers to get Managers’ awards of various types.

The training agenda is testing and we have been working collaboratively with local authorities and other providers. We need to expand this to increase the momentum of the training agenda.

To this end we intend to set up a Bild Satellite Centre in partnership with at least 2 other organisations. This will help us to secure funds for training and the route that we need to qualify staff in the most effective way.

To find out more about the post, I suggest that you look at the following websites in preparation for your application:

www.bild.org.uk
www.valuingpeople.gov.uk
You can find out more about Hilt on our website: www.hilt.org.uk. The closing date for applications is 9am on Monday September 5th.  

Yours sincerely,

Susan Storrar

Director

Encs
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Training & Development Coordinator

Job Description 

Responsible to:
Service Manager (Training)
Grade:
Hilt scale 32-36 (£27,532 - £30,214 including Inner London Weighting plus up to 5% of basic salary performance related pay based on achievement of LDAF qualified staff)
Hours:
Full time post of 35 hours per week, this post may be suitable for a job share. Flexible hours can operate for this post. The post is based in Hackney with a minimal amount of travel to other venues in London. 

Administration:
The Training and Development Co-ordinator is expected to be self-servicing in administration. There is also support from the Central Office for bigger pieces of work.

Job purpose

The Training and Development Co-ordinator will be responsible for improving the skills base of Hilt staff and volunteers. This will take a variety of routes, and predominantly the Learning Disabilities Award Framework (LDAF) to NVQ for staff directly supporting people with a learning difficulty.

Job summary

1. To develop and keep under review a staff and volunteer training and development strategy which incorporates the relevant new national initiatives

2. To work in partnership with other providers to provide a vehicle to enable the qualification of staff (a Bild (British institute for Learning Disability) Satellite Centre and other vehicles)

3. To contribute to the development of policy on staff and volunteer development 

4. To develop and deliver the annual training and development plan

5. To access additional external funding to support training and development initiatives

6. To ensure that the Hilt training programme is provided within available resources

7. To promote anti discriminatory practice and a person centred approach
8. To promote service user and carer involvement in the delivery of the training programme

Job Activities

1. To carry out a Training Needs Analysis annually and ensure that the resulting training plan is in line with Hilt’s objectives and national priorities

2. To present training courses as appropriate

3. To recruit and develop trainers and assessors within Hilt, and identify specialist trainers to complement the programme

4. To regularly review all trainers, internal and external, to ensure the highest standards of training and learning outcomes

5. To maintain effective training records and associated administration

6. To report deficiencies in services to the Director and developing strategies for addressing them

7. To develop policies and procedures which ensure the smooth operation of training and development within the organisation

8. To keep routine information for the financial and administrative running of the service

9. To build positive relationships with other service providers, funders and training organisations

10. To produce reports as required for the Senior Management Team and for other organisations
11. Any other duties commensurate with the post

This job description will be reviewed and amended in accordance with the changing needs of the service.

SS July 2005
Training and Development Co-ordinator

Person Specification 

Experience

Essential
1. Two years experience in Training & Development

2.  NVQ Assessor qualification

3. Experience of providing services that result in good outcomes for people

4. Professional qualification in Social Work Training and/or Personnel/HR

5. Experience of planning and managing your own workload
Desirable

6. Experience of training in Learning Disability Services

Skills and Knowledge

Essential

7. Understanding of Training Needs Analysis
8. Detailed knowledge of National Vocational Qualifications 

9. Ability to deliver training and present information with clarity

10. Ability to evaluate learning outcomes for the benefit of the individual and the organisation

11. Well-developed interpersonal and communication skills including an ability to effectively liaise with a range of others

12. Ability to negotiate effectively

13. Ability to work under pressure

14. Ability to seek and respond positively to supervision

15. Ability to develop, manage and maintain efficient administrative planning and recording systems

16. Computer literate for the purposes of word processing, using email and the Internet

17. Knowledge of the Learning Disability Award Framework and the Government policy “Modernising the Social care Workforce”
Attitudes

Essential

18. Commitment to the rights of people with a learning difficulty to live in the community and to take part in the life of the community

19. Respect for the rights of people with a disability and a commitment to empowerment of the service users.

Characteristics

Essential

20. A commitment to team work and to the development of anti-discriminatory practice

21. A commitment to working in partnership with others (staff, service users, volunteers, other agencies)

22. A good record of time-keeping and attendance at any previous place of work

23. An ability to see projects through from inception to completion

24. Commitment to own personal and professional development.

25. A commitment to Hilt’s aims and objectives

26. A flexible approach to work and ability to respond to unexpected priorities

27. An ability to work on several different projects concurrently and manage competing priorities
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