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JOB DESCRIPTION
	Job Title:
	Learning and Development Advisor

	Department:
	Human Resources
	Job Ref:
	

	Grade:
	SO1 – SO2 (Starting salary dependent on experience and qualifications)
	Position Type:
	Permanent

	Responsible to:
	Director of HR and OD
	Responsible for:
	N/A

	Job Description

	
Main Purpose of Role:

Main Duties and Responsibilities:
Learning and Development

· [bookmark: _Hlk113980344]Support the Director of HR and OD to develop the College’s CPD strategy and plan.
· Work with managers to assess both individual, departmental and organisational learning and development needs. 
· Advise and propose solutions for L&D that deliver value for money and improved performance in line with objectives towards a learning culture.
· Source and manage providers where needed to enhance our learning capability.
· Co-ordinate the development and delivery of the College’s CPD plan liaising with other delivery teams and external providers. 
· Develop e-learning and intranet training guides to support HR initiatives and processes e.g. iTrent modules, and other guidance and briefings.
· Create and deliver face to face employee and management training. Work with Subject Matter Experts to extract the content and ensure content is up-to-date a relevant.
· Oversee the Professional Development Review (PDR) scheme and provide monitoring data and analysis.
· Manage the Learning and Development and Performance modules in iTrent and the internal processes for CPD and PDR. 
· Co-ordinate the College’s online mandatory training provision. 
· Gather feedback and evaluate success of learning interventions.

Employee Engagement
· Co-ordinate the annual employee engagement survey and subsequent action planning; organising focus groups and task and finish groups and helping our teams to live and breathe the College values and behaviours.
· Develop a programme of activities to develop and enhance our employee experience and improve employee’s advocacy, commitment, and emotional attachment to Oldham College and the work we do.
· Develop Health and Wellbeing initiatives and resources.
· Work with the Recruitment Specialist and the HR Manger to co-ordinate the onboarding process for new employees.
· Organise and facilitate the College Welcome event.
· Develop and design key metrics to track Employee Engagement and identify and implement actions to improve engagement.
· Manage existing employee benefits and wellbeing provisions whilst identifying and researching new initiatives to introduce to our employees.
· Gather and record qualitative and quantitative data for analysis.
· Communicate with external providers where necessary, supporting their needs when attending site.




General
· All employees of Oldham College Corporation are required to actively promote and work within the policies, procedures, regulations and codes of conduct of the Corporation.

· All employees of the Corporation are required to work within and contribute to the achievement of the College strategic plan.

· To undertake such other duties that may be reasonably required commensurate with grade.


· Be committed to personal professional/vocational development and participate in the College’s appraisal process and training and development activities as required. All employees of the Corporation are required to undertake such professional development and skills updating as required by the College and/or required by the changing demands of their role.

• To work flexibly, which may include evenings, open days, and possibly weekends. 

 

Equality and Diversity:

• It is the responsibility of the post holder to promote equality and diversity throughout the 
College.

• The post holder will undertake their duties in full accordance with the College’s policies 
and procedures relating to equal opportunity and diversity.

Health and Safety:
• To promote health, safety and welfare throughout the College.
• To undertake their duties and responsibilities in full accordance with the College’s Health and Safety Policy and Procedures.

Safeguarding Children and Vulnerable Adults: 
The College is committed to providing a safe environment in which children, young people and vulnerable adults can develop educationally, socially and emotionally, free from abuse, and expects all members of staff to share this commitment.

• It is the responsibility of the post holder to commit to safeguarding and promoting the welfare of children and vulnerable adults within the College.

• The post holder will undertake their duties in full accordance with the College’s policies and procedures relating to safeguarding and promoting the welfare of children and vulnerable adults, e.g., dealing with learner issues i.e., safeguarding and referring on to specialist staff.
 
• This position is subject to an enhanced criminal records check from the Disclosure & Barring Service (DBS) and will be subject to satisfactory clearance of this check. 
• If this position is classed as Regulated Activity, it is subject to an Adult & Child barring 
check.

This job description is a summary of the key areas of responsibility.  It is not a definitive list. The details contained in this job description, particularly the principal accountabilities, reflect the content of the job at the date the job description was prepared. It should be remembered however, that over time, the nature of individual jobs will inevitably change; existing duties may be lost, and other duties may be gained without changing the general character of the duties of the level of responsibility entailed.
You are required to work flexibly to meet the needs of the service and along with your line manager, make suggestions to vary the scope and application of your responsibilities within a reasonable framework appropriate to this level of post.

The College will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.
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PERSON SPECIFICATION
POST: 

The following person specification has been developed to provide candidates with a general understanding of the main standards of competence and experience we believe are essential to successful performance in this job role.

You should, therefore address these key areas in your application, providing evidence wherever possible.

The College takes very seriously its commitment to serving our students, staff and the wider community through staff who are themselves motivated towards delivering a quality service and whose approach at all times reflects a professional customer care-oriented approach.  We regard these qualities as essential and will only appoint staff who can support the College in promoting an ethos of equality for all within our developing multicultural diverse organisation.

Assessment:  Items marked with a * are short-listing criteria, all other criteria will be assessed at interview and/or by other assessment methods.

	Skills, Knowledge & Experience
ESSENTIAL:
	Short-listing criteria - evidence Required *

	Experience of designing and delivering training to employees and managers
	*

	Experience of delivering activities to support employee engagement, including employee engagement/staff satisfaction surveys
	*

	Excellent written communication skills with experience of producing engaging and well written staff communications, briefings and guidance materials
	*

	Excellent facilitation skills and experience of organizing and facilitating staff sessions and events
	*

	Excellent oral communication skills; able to communicate effectively and confidently with a wide range of people in various settings
	

	Excellent IT skills, proficient in Microsoft Office, including Excel to support production of the relevant MI
	*

	Excellent organisation and planning skills with the ability to plan and manage own work, ensuring deadlines are met and important issues addressed in a timely manner.
	*

	Strong event management and project management skills.
	

	Demonstrated team player approach to work in a multi-cultural environment.
	

	
	

	Skills, Knowledge & Experience
DESIRABLE:
	

	Good practical knowledge and experience of the iTrent system and the L&D, Onboarding and Performance Management modules
	

	Experience of implementing wellbeing (physical and mental) strategies
	

	Qualifications
ESSENTIAL:
	

	CIPD qualified to level 3 or equivalent 
	*

	[bookmark: _GoBack]Training or teaching qualification
	*

	Qualifications
DESIRABLE:
	

	CIPD Level 5 or equivalent or working towards (sponsorship may be available)
	

	
	

	Other Work Related Requirements
ESSENTIAL:
	


	Ability to work occasional evenings and Saturdays (with notice)
	*
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