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Job Description
Job Title:

Training Officer: Dental Nursing 
Responsible to: 
Company Manager
Job Purpose:
To deliver a quality learning service on both government funded programmes and commercially based courses.

Principal Responsibilities: 
1. To manage a caseload of learners by organising their work-based learning with employers and their off-the-job training requirements;
2. To carry out initial assessment of learners and to interview and recruit new starts to the programmes as required;
3. To agree Individual Learning Plans with learners, monitor and assess progress and up-date plans on a regular basis;
4. To deliver quality learning sessions including induction programmes and basic skills support, both in-house, at the work place using an electronic learning platform as required and to national standards; 
5. To continuously develop the curriculum in line with requirements of awarding bodies, learner and employer needs;

6. To coach and mentor learners through the learning process to ensure they make good progress in acquiring the knowledge, skills and behaviours required in their chosen jobs;

7. To assess and review learner progress according to a set timescale; 

8. To plan and deliver effective programmes of learning that address the literacy, numeracy and digital literacy needs of learners; 
9. To keep accurate records of learners in line with company procedures and external quality standards;

10. To liaise with employers to assess on-going learning needs of learners and other staff;

11. To market learning provision to employers and learners;

12. To carry out Health & Safety vetting and monitoring checks with employers;

13. To provide support and guidance to learners as required;

14. To undertake any other appropriate duties as required by the line manager.  
