Job Description – Learning & Development Officer
 
Primary Function 
The L&D Officer is central to the efficient and effective functioning of the L&D service to the Branch network. The role holder will be responsible for working with stakeholders across all branches to identify the national learning requirements for Federation Reps and Branch staff. In addition, they will manage the L&D end to end process from identification of learning requirements, through to delivering against the need and evaluation of service delivery. 

Responsibilities and Duties
· Planning the annual L&D schedule, selecting the most cost-effective way to resource this schedule, using suppliers and internal SMEs for design and delivery. 
· Responsible for the deployment of the Associate Consultant Group (Self-employed Trainers) from planning, to preparation of delivery, deployment across the UK to the Satellite Centres of Learning (SCoL), monitoring and evaluation 
· Lead L&D yearly activities, e.g. training needs assessment, budget tracking and invoicing, Service Level Agreements (SLAs) with vendors and contractors and course plan creation
· Supporting the Head of L&D in the annual budget planning and ensuring suppliers are informed of all processes.
· Act as project team member on a majority of L&D projects which support continuous improvement
· Responsible for managing the Cognita Learning management system and any training and communications to ensure effective use by learners and SPOCS
· Support the Head of L&D in the design and delivery of On-boarding approach for New Reps. 
· Monitoring, analysing and evaluating the L & D team effectiveness, providing proposals for improvements and streamlining 
· Participate in the development of new L&D course and programme protocols and standard operating procedures (SOPs) including accreditation; as well as driving the continuous improvement of existing ones  
· Attend meetings with key stakeholders (e.g. National Board Members, Branch Secretaries, H.o.D, Department Managers and PFEW Staff) as required 
· Responsible for preparing and distributing a variety of reports to stakeholders using Cognita and Power BI
· Act as a credible and professional Single Point of Contact (SPoC) for the L&D function. 
            
Key Competencies/Attributes
• Has strong project co-ordination skills coupled with the ability to effectively engage with and influence stakeholders at all levels 
• Possess a recognised project management qualification, or is qualified by experience • Proven track record of coordinating complex projects and/or programmes  
• Is committed to project delivery standards and timelines and has an eye on project management skills self-development 
• Must demonstrate the ability to work with agility in what can sometimes be a confusing. ambiguous and challenging environment 
• Has attention to details and able to challenge and optimise processes 
• Able to think in the long-term with a strategic perspective whilst maintaining a balanced perspective on short term business demands 
• Is self-motivated, proactive and able to work effectively, independently and be willing to embrace hands-on operational tasks to meet tight deadlines.  
• Has strong communication skills, a very clear thinker and can demonstrate strong problem-solving skills  
• Fast learner that quickly picks up on new subject matter and can demonstrate insight • Must have strong IT and virtual environment skills able to efficiently use MS Office Products (e.g. Power Point, Word, Excel, Adobe, MS Projects, MS Teams, MS Planner) 
• A working knowledge of Learning Management Systems (LMS) and/or MS dynamics would be useful 
• A genuine interest in the development of workforce (including self-development) capabilities and in the establishment of a learning culture is a must. Previous experience within learning and development is a strong advantage  
 

