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	Reports to:
	Head of Human Resources 
	

	Employee
Management:
	Casual Training Personnel
	
	
	Profile Ref:
	

	Purpose of the Post

	The Training and Development Manager (TDM) will be the lead for the Company on both workforce and external training and development including apprenticeships, placements and other employment initiatives.

The TDM will ensure that employees gain and develop the skills they need to carry out their jobs effectively ensuring statutory compliance as well as employee development and succession planning. The role will be inclusive of training delivery.


	Responsibilities

	Oversee the organisation’s training calendar and strategic plan, ensuring that personnel are in place where required in line with individual and company training plans.

Operate, maintain and update training and personnel records and all associated databases, systems and procedures including input and retrieval and produce reports as required.
Ensure that standard processes, procedures, legislation and guidelines are followed where appropriate with regards to training and employee development including the management and development of the company training matrix and associated records.
Evaluate the success of training and make recommendations for any improvements to ensure compliance as well as ensuring financial sustainability increasing the profile of OCL as a quality training provider within the sector.
Ensure that the role remains profitable by reducing internal training costs, as well as securing best value external training and funding opportunities. 
Oversee and review the training budget to ensure that this remains within the parameters set and adjustments made throughout the financial period where required as well as training priorities being met.
Liaise with individuals to ensure that training needs are met, work with training providers to develop suitable course content as well as developing and maintaining networks and links with appropriate organisations to enable the Company to access a range of funding opportunities to maximise training and development opportunities for employees.

Act as a point of contact for internal and external customers, responding promptly to and resolving queries to the highest level, whilst providing advice and support to employees within the organisation also ensuring that standards and professionalism are maintained.
Research and develop training opportunities appropriate for the company and individuals considering different formats of training available and remain abreast of developments and where appropriate lead and deliver internal staff training programs within OCL.

Research and develop government schemes and oversee the company Apprenticeship and Work Experience schemes.

Oversee, develop and manage the organisations corporate schemes such as induction and performance review and provide support to managers on these as required.
Manage and develop the trainer examiner team to ensure quality standards are met as well as both internal and external training requirements are met.

Undertake such other duties and responsibilities of an equivalent nature as may be determined by the postholder’s supervisor/manager from time to time.



	Education and Training
	Measure
	Rank

	· Degree or equivalent in related area.

· Proficiency in Microsoft Office Packages.

· Certificate in Management or equivalent NVQ L3 qualification

· Trainer Examiner qualifications in leisure related areas.

· IQA qualification
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	Relevant Experience
	Measure
	Rank

	· Previous experience of management in the Leisure Industry
· Previous experience of training teams and members of staff

· Experience of establishing training plans and managing associated budgets

· Experience of working with quality accreditations and associated standards

· Experience of working with external partners and agencies.
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	Skills and Abilities
	Measure
	Rank

	· Previous experience working with managers and staff to make improvements

· Exceptional written and oral communication skills

· Possess numerical ability, including the capacity to present data in a way that is easy to understand

· Have an excellent working knowledge of IT and Microsoft office applications

· Possess strong written and verbal communication skills, including the ability to present to people when necessary

· Ability to prioritise workloads and plan effectively

· Ability to organise and deliver up to date training programmes using a variety of training methods and resources.
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	Additional Requirements
	Measure
	Rank

	· Able to work with little or no supervision

· Have high personal standards, an eye for important detail and lead by example
· “Can Do” attitude and flexible approach to work including willingness to work unsociable hours where required

· Tenacious energy to resolve issues when necessary.
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