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Job Description
Job Title: 

Staff Learning and Development Officer

 
Responsible To: 
Staff Learning and Development Manager

 
Job Purpose: 
To provide efficient and effective administration for the Staff Development function. This will involve the promotion, administration, communication, recording, co-ordinating, facilitating, monitoring and evaluation of the Staff Development service and a range of professional learning projects.  To deal efficiently with staff enquiries and provide an exceptional and responsive service.  

Principal Responsibilities

1. To provide administration for the Staff Development service as determined by the Staff Learning and Development Manager;
2. To provide a friendly and efficient service, responding to staff and external enquiries relating to the Staff Development function in both Welsh and English; 

3. To play an active part in the new starter induction procedure and other internal training events, creating bilingual resources and delivering sessions in both Welsh and English.;  

4. To record all expenditure against the department budget and external funding streams and ensure compliance with targets and/or reporting requirements;
5. To process applications and maintain records relating to staff development requests, bookings, events and evaluations; 

6. To generate individual and group reports from the staff development records as required;
7. To liaise with members of staff within the College and with external agencies in relation to staff learning and development requirements and events/activities; 
8. To provide operational support for cross College events including training sessions, conferences and staff involvement activity;  
9. To be responsible for the preparation, minute taking and administration of internal and external Staff Development meetings; 
10. To create, update and maintain accurate, up to date records ensuring compliance with a range of college procedures and processes; 
11. To monitor the probation process, ensuring the process is completed in accordance with College policies; ensuring accurate records are maintained and line managers and staff are supported as appropriate; 
12. To stay abreast of developments in Learning and Development and support the Staff Learning and Development Manager to innovate the Staff Development service;  

13. To develop and maintain a knowledge base to provide appropriate support to members of staff and line managers across the College;
14. To engage with Office 365 products to seek efficiencies and service improvements and be an advocate for engagement with these products to support others to do the same;  
15. To manage the administration, implementation and evaluation of a number of professional learning projects as directed by the Staff Learning and Development Manager; 
16. To liaise with all internal and external project partners and be responsible for monitoring project expenditure to ensure deadlines and funding targets are met;
17. To engage readily with a range of professional development activity and encourage others to seek opportunities to do the same.  
College Responsibilities 

1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 
4. To contribute to and represent the overall visions and values of the College;
5. To adhere to all College policies and procedures;
6. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
7. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
8. To undertake other appropriate duties as required by the line manager.
It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the HR Director, which may lead to revisions in light of the operational requirements of the College.
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