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Training Manager

RESPONSIBLE TO: 
Head of Education and Quality
JOB PURPOSE: 
To coordinate and manage the delivery of high quality training programmes across London Learning Consortium’s community and employer venues. 
To work with the Head of Education and Quality and other LLC staff to improve and develop our learning services and their quality across a range of vocational and education programmes.

To improve timely and overall success rates across our provision and ensure LLC programmes and those of its partners meet recognized performance standards.
SPECIFIC DUTIES:

1. Coordinate activities to ensure LLC programmes are delivered and completed in line with our Business and operational priorities.

2. Work in partnership with LLC Curriculum Staff to ensure effective, timely development and delivery of LLC programmes.

3. Line manage a team of assessors/tutors and support staff against LLC Performance Framework, providing ongoing support and guidance through observation, appraisal, supervision, staff development and performance management. 
4. Ensure that staff within the team are kept up-to-date with LLC wide and external issues, and lead regular team briefings and feedback sessions.

5. Managing Tutor / Assessor case loading and learner allocations.
6. Review and evaluate the course provision in accordance with LLC’s quality systems, and contribute to quality reviews and self assessment processes. This will include researching and recommending the introduction of new courses or closure of existing programmes.
7. Monitor and ensure the provision of accurate and timely course and learner data to the Head of Education and Quality, and the consistent and correct application of LLC enrolment and exam registration procedures.
8. Manage the utilisation and monitoring of the devolved budget of the team and provide regular reports to the Head of Education and Quality.
9. Contribute to the development and expansion of LLC’s Curriculum portfolio.
10. Contribute to the development of high quality,  innovative schemes of work and learning resources  including e-learning materials

11. Work with the Skills for Life Co ordinator to ensure that Skills for Life is appropriately integrated and delivered across LLC programmes

12. To contribute to activities to generate and respond to feedback from learners and employers
13. Represent the team on a range of cross LLC working groups and at internal and external meetings.

14. Take an active role in liaising with LLC members, local employers and industry, identifying their training needs and promoting the work of the LLC, in collaboration with the Employer Engagement team

15. Manage allocated budget to ensure all activities are completed in profile and obtain value for money

16. Make key contributions to our Self-Assessment Report and Quality Improvement Plans.
GENERAL

1. Actively promote and market the LLC and present a positive image of the LLC and its activities both within and outside the LLC environment. Encourage and support individual responsibility for marketing within the team.

2. Incorporate into the role the philosophy, value and behaviour stated in the LLC’s mission and strategic plan.

3. Undergo any self-development and training as necessary for success in the role as well as supporting the training of those reporting to this post in accordance with the staff development policy and available budgets.

4. Carry out duties at all time in accordance with the LLC’s policies including Equality and Diversity and Health and Safety policies.

5. Be aware of and maintain LLC’s approach to security and discipline.

6. Undertake any other responsibilities commensurate with the grade of the post, which the CEO or their senior management representative may from time to time require.

STAFF SUPERVISED: Assessors / Administration Support

CONDITIONS OF SERVICE:  LLC Management Contract

This job description is a guide to the work that you will initially be required to undertake. It may be changed from time to time, in consultation with you, to meet changing circumstances. It does not form part of your contract of employment.

Person Specification

POST TITLE: Training Manager

	Specification
	Criteria

	Formal

Qualification


	Degree or relevant post graduate qualification (minimum of Level 4 qualification or equivalent)

Certificate in Education/PGCE qualification

Assessor Award

Verifier Award



	Knowledge
	Demonstrable and current, in depth knowledge and understanding of Post 16 SFA funded training and education programmes 

Strong and current knowledge of the Work Based Learning sector

Knowledge of the Further Education Sector

Knowledge of new qualifications frameworks and curriculum modelling 



	Experience
	Successful experience of work in further and/or adult and community education.

Experience of coordinating delivery of high quality teaching and learning

Successful experience of work in the area of Work Based Learning

Teaching/training experience

Successful experience of working with employers.

Proven management experience

Demonstrable experience of partnership working with a range of organisations



	Skills
	Ability to express ideas succinctly and clearly, both verbally and in written work.

Able to communicate with a range of staff,  learners, employers and other stakeholders

Able to demonstrate sensitivity and political awareness.

Able to demonstrate a clear commitment to high standards and the ability to drive continuous improvement.

Able to negotiate

Computer literate.

Able to supervise staff



	Other Specific

Qualities


	Ability to react flexibly under pressure and to work to tight deadlines.

A commitment to raising retention and success rates

Resourceful.

Demonstrable commitment to equality and diversity



	Personal attributes


	Ability to establish good working relationships with a wide range of people.

Ability to liaise with senior staff, prioritise work and manage competing demands.

Ability to work as part of a team

Ability to be innovative

Forward thinking and proactive

Self motivated and able to motivate others

Able to work on own initiative.



	Circumstances


	Must be willing to work evenings and weekends

occasionally
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