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[bookmark: _v9h0nkbw4v]Training Manager


Citizens Advice in East Dorset and Purbeck are seeking an innovative and enthusiastic Training Manager.   This is an exciting opportunity for someone looking for a new Challenge.
  
[bookmark: _GoBack]You will be responsible for developing a fresh approach to recruiting and training, ensuring that organisational training objectives are set, delivered, reviewed and updated as necessary.  


	Normal place of work:
	Hybrid - mixture of Wimborne and Wareham offices and outreaches and home working

	Travel:
	Some travel may be required

	Contract length:
	Permanent 

	Hours:

Salary:


Holidays:




Line Manager:
	18 hours per week over three days

Between £30,296 - £31364 pro rata plus 3% workplace pension 

29 days pro rata, bank holidays, long service entitlement and additional Christmas closure leave. 

Generous contractual sick pay package

Service Manager







[bookmark: _3pls32dud65j]Job Description

· Update and deliver the organisation’s Training and Workplace Development Plans. 
· Develop our volunteering strategy ensuring that volunteers’ views and needs are considered within strategic plans.
· Responsibility and management of the volunteer recruitment process, promoting volunteer opportunities using different channels to target identified groups.
· Where appropriate, work collaboratively with the other Dorset LCAs. 
· Oversee inductions for new volunteers and staff
· Research, design and deliver training programmes, sessions, lesson plans and materials 
· Ensure that appropriate systems are in place to record all training activity for trustees, staff and volunteers
· Coordinate assessment activities and signing off of competence on the Adviser Learning Programme ensuring that required standards are achieved 
· Knowledge of equality and diversity in the workplace and its application to the provision of advice and the supervision and development of volunteers. 
· Work closely with the Service Manager to identify and address any emerging training or recruitment issues 
· Work closely with the management team to support other organisational activities including fundraising, service development and liaison with external organisations as required

Other duties and responsibilities

· Carry out any other tasks that may be within the scope of the post to ensure the effective delivery and development of the project. 
· Demonstrate commitment to the aims and policies of the CA service. 
· Abide by health and safety guidelines and share responsibility for your own safety and that of colleagues.
· Attend relevant internal and external meetings as agreed with the line manager. 


[bookmark: _u6o03y53us3u]Person Specification

· Excellent verbal and written communication skills  particularly in an education and development setting.

· Proven ability to train staff and volunteers on an individual or group basis and monitor progress 
· Excellent record keeping ensuring informed recruitment, support and training 
· Ability to work both collaboratively and independently using own initiative
· Ability to effectively recruit, motivate, develop and manage volunteers

· Experience of designing, implementing and delivering training modules 

· Proven ability to supervise and monitor learners’ progression 


If you do not meet all of the person specification but you feel like this is a job you’d really like to do - we’d love to hear from you. Think about any transferable skills you may have.

If you would like an informal chat about the role before applying please don’t hesitate to get in touch judy.herring@edpcitizensadvice.org.uk



Please contact office.hr@edpcitizensadvice.org.uk to request an application form.  Completed application to be returned by Friday 16th February.
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