
	JOB INFORMATION

	JOB TITLE
	Learning and Development Specialist
	POSITION NUMBER
	

	SERVICE AREA
	Human Resources
	LOCATION/CAMPUS
	Bracknell/Reading/Oxford

	GRADE
	BSS Grade 9
	GRADE RANGE
	£31,593 - £35,548 per annum

	HOURS
	37
	TYPE
	Permanent

	ACCOUNTABILITIES

	RESPONSIBLE TO
	Head of HRD
	NO. OF EMPLOYEES
	N/A


	JOB PURPOSE 

	The post holder will be responsible for designing, delivering and implementing learning, development and talent solutions, mainly for Group Services, in line with the L&D strategy.


	MAIN DUTIES AND RESPONSIBILITIES 

	· Collaborate with business areas to identify, analyse and assess development needs; prioritising and translating needs into effective learning solutions for individuals, teams, departments and/or the organisation, underpinned by the Learning Philosophy.
· Contribute towards an effective training and development plan for the organisation to support the development of business-critical skills, attributes and competencies.
· Review and evaluate the induction and onboarding process for all new starters incorporating all levels of the business, making improvements where required.
· Deliver central induction sessions at different sites

· Contribute towards the identification of career paths and design and implement blended learning solutions to facilitate career progression opportunities for employees.

· Review and update the appraisal and performance review process for group services, encouraging a culture of continuous professional development
· Actively promote a learning culture across the organisation by researching, promoting and monitoring continuous learning and development initiatives
· Working with the Head of HRD, design and deliver a talent management programme.
· Develop, deliver and implement accredited, blended management and leadership programmes which focus on the development of skills, knowledge and behaviours in practice.
· Contribute towards the effective procurement of externally-delivered learning programmes and appropriate evaluation.
· Evaluate the impact of the learning and development programme and initiatives and report findings to the Head of HRD.

· Work in collaboration with the L&D and the wider HR team on agreed projects, ensuring the delivery of project outcomes.

	GROUP/EMPLOYEE RESPONSIBILITIES 

	· To always work and act in accordance with the group’s Vision, Values and Strategic Plan

· To demonstrate professional behaviour and appearance at all times

· To be responsible for ensuring that the activities under your control are conducted in accordance with the safeguarding and health and safety requirements of Activate Learning’s policies and procedures

· To safeguard the welfare of children, young persons and other vulnerable people for whom you come into contact with, ensuring a learning environment where students feel safe and supported, and British values are celebrated

· To be accountable for own safety and that of colleagues/ visitors to the workplace 

· To work in a flexible manner and be willing to undertake other duties as reasonably requested

	QUALIFICATIONS AND EXPERIENCE
	TECHNICAL KNOWLEDGE/SKILLS
	BEHAVIOURIAL SKILLS

	Essential

· Appropriate professional qualification
· Previous L&D experience, 
· Track record of building strong working relationships with stakeholders using a consultancy approach.
· Proven knowledge of L&D methodologies and models including experience in effective creation and delivery of L&D interventions
· Evidence of Continuing commitment to self development through courses and work undertaken
· Previous experience of designing and delivering management and leadership development programmes

Desirable

· Coaching/mentoring qualification
	· Passion for people development

· Good level of IT and digital skills 
· Creative approach with excellent facilitation skills
· Knowledge of up to date learning methodologies and learning best practice
· Ability to manage complex workloads

· Ability to work flexibly in order to meet wider organisation needs

· Analytical thinker with effective written and oral presentation

	Display and role model the Activate Learning Standards of Behaviour:

TAKE RESPONSIBILITY, doing what we say we are going to do by:

· planning ahead

· staying focused

· meeting agreed deadlines

EARN RESPECT, being positive with each other by:

· listening attentively

· being honest

AIM HIGH, going further by:

· learning from our mistakes

· setting challenging goals

· being resilient




This job description is written at a specific time and is subject to change as the demands of the organisation and the role develops.  The role requires flexibility and adaptability and the employees of the Group need to be aware that they may be asked to perform tasks and be given responsibilities not detailed on this job description.  

Diversity Statement

Activate Learning recognises and values the enriching contribution which people from a range of backgrounds and experiences can bring to the life and development of the Group. We therefore aim to provide an education service which, in its teaching, administration and support services, actively promotes equality of opportunity and freedom from discrimination on grounds of age, cultural background, disability, ethnicity, gender, religion or sexual orientation.

Health & Safety Statement

All employees have a responsibility to promote and maintain a safe and healthy working environment, by taking reasonable care of their own health and safety at work and the well-being of colleagues and students.  Line managers have specific responsibility for the health and safety of the team for which they have general management responsibility.

Safeguarding Statement

Activate Learning is committed to the safeguarding and welfare of young people and expects all employees and volunteers to share this commitment.
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