Job description and person specification

Job Title:  		Learning and Development Coordinator
Level: 			Coordinator
Contract:		Full Time, Permanent
Location:  		Fashion Retail Academy, 7-15 Gresse St. London, W1T 1QL.
Reporting to:	 	Business Development and Commercial Programmes Manager
Salary: 		Up to £32,000 DOE

About the Business
The Fashion Retail Academy (FRA), founded in 2005, is the UK’s leading specialist provider of fashion and retail education. We have charity status and make it our mission to inspire and develop talent for a career in fashion retail. The FRA is the only post-16 institution in London, and third nationwide, to be awarded an Ofsted Outstanding rating across all areas of the inspection framework.
Fashion Retail Academy Business Department is the commercial arm of the FRA. Our primary objective is to generate an annual revenue surplus to invest back into the FRA charity. Commercial activities include Short Courses, the Postgrad Converter Programme, Industry L&D Programmes and Apprenticeships.

The Job
The successful candidate will join the FRA Business Department, and coordinate the development and delivery of key commercial activities, aligned with the overall department strategy. They will work across a number of areas although primary focus will be Apprenticeships. They will also play an active role in delivering the marketing strategy through the collaborative development of activities and day-to-day implementation.
The successful candidate must thrive in a small and busy team. This is an ideal role for someone with an entrepreneurial/ start-up mentality, who is not afraid to try new things and learn from experience. This is a great opportunity to join a growing department and play a key part in its development and success. 
The roles and responsibilities, and focus of the role, will evolve and shift as the department grows. Client management is likely to become more central to the role as we widen the reach of our programmes and our retail partners.




Key Responsibilities
APPRENTICESHIPS
New business development. Work with the BDM to develop a sustainable pipeline of new business contracts in line with the FRA’s growth plan. This will include developing proposals, tenders, pitching for new contracts, and ongoing meetings and relationship development. 
Client Management. Manage the relationship with clients, and work closely with academic team, including Programme Managers, to ensure programmes are delivered on time and to the FRA’s quality standards. Play a central role in reputation management, coordinating the wider team to ensure we are working within our SLAs and have an excellent level of client satisfaction.
Reporting. Collaborate with business departments to create monthly, quarterly and annual reports for clients in line with programme requirements, and develop department insights to monitor short, medium and long-term successes. 
Programme innovation. Collaborate with the wider team to develop new apprenticeship pathways in line with industry requirements and growth aspirations. 
Resource Management. Work with the BDM to plan and secure resource requirement including staffing, rooms, materials etc.
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Strategy. Support the BDM with the development and delivery of the Department’s marketing strategy.
Marketing. Implement B2C and B2C marketing plans to drive awareness, acquisition and retention across courses, with line of sight to revenue and profit. Collaborate with FRA marketing team to implement – not limited to social media, emails, PPC, SEO, content development, collateral, case studies, etc.
Website. Manage on and offsite digital activity to drive booking and enquiries. Ensure content is kept up-to-date and SEO optimised, and implement ideas to improve onsite conversion. 
Events. Represent the FRA at events, including open days, conferences and careers fairs.
PR. Build relationships with media influencers to increase the profile of the department’s activities in trade and consumer press, where required.
Analytics. Use analytics channels, data and research to drive improved business insights to monitor success, and inform development of new products and services.



SHORT COURSES & COMMERCIAL PROGRAMMES
Delivery. Working with the L&D Assistant, oversee the delivery of Short Courses and Postgrad Programme in line with revenue targets and bookings.
Innovation. Manage development of new short courses and industry programmes in line with industry requirements and innovation aspirations.
Proposals & Tenders. Develop new business proposals and tenders including scoping, liaising with tutors, desk research, proposal development, budgeting, and other associated activities.
Project Management. Coordinate the development and delivery of retailer training programmes. Manage client accounts and services with the support of the L&D Assistant.

CROSS CUTTING
Secure new business. Secure new L&D contracts with retail partners, ensuring programmes are commercially beneficial to the FRA and driving strong margin performance.
Staffing. Engage, recruit and retain on-brand, qualified staff to teach on programmes, supporting the BDM with timetabling on a range of programmes, and creating Service Agreements. Monitor on-programme performance and coordinate relevant teaching resources.
Budget tracker. Ensure budget tracker is kept up-to-date and accurate with team costs.

This job description should not be regarded as exclusive or exhaustive. It is intended as an outline indicating of the areas of activity and may be amended from time to time in the light of the changing needs of the organisation.



	Person Specification

	
	Essential
	Desirable

	Knowledge

	· Excellent working knowledge of MS Office, particularly Excel & PowerPoint and extensive spreadsheet use
· Good knowledge of key social media channels including Facebook, twitter, Instagram, snapchat and LinkedIn
· Knowledge of the fashion / retail sector.

	· Understanding of the further education sector.

	Skills






	· Ability to process data accurately to derive business insights and inform decision making
· Professional and open Client management / relationship management skills to drive customer engagement and satisfaction
· Ability to multi task and manage multiple projects concurrently
· Optimisation of business processes and confidence to suggest new ways of working to increase efficiency
· Excellent verbal and non-verbal communication skills with confidence to work with range of clients, up to board level
· Excellent presentation skills with ability to clearly present information, ideas and pitches
· Ability to develop and implement marketing activity and campaign to drive KPIs
· Commercial awareness 
· Ability to development of innovative L&D activities for retail partners

	· Experience using marketing systems including CMS, Social Channels, and market research tools.
· Managing budgeting for prospective work


	Experience
and
Qualifications
	· Degree or equivalent, or significant practical work experience in a similar role 
· Client management/ account management experience


	· Experience in self-initiating project work
· Past experience developing L&D programmes
· Marketing experience and/ or related degree
· Previous line management experience


	Attributes/
Personal
Characteristics




	· A flexible and proactive approach to problem solving.
· A committed team player and possessing a ‘can do’ approach and a willingness to cover for other team members as required.
· Enthusiastic, well-motivated and confident approach.
· Proactive self-starter with ability to use own initiative.
· Ability to prioritise workload and plan appropriately to meet deadlines.
· Ability to develop and maintain sound working relations with all stakeholders.
· Commitment to promoting equal opportunities and diversity.
· Innovative outlook
· To be adaptable and have a confident approach to meet the challenges of a busy working environment.

	



