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JOB DESCRIPTION – Senior Training Officer
Responsible to:
Director of Quality & Compliance
Purpose of post:
To be responsible for the management of both internal and external training in the Trust. To deliver mandatory training and additional training to staff when needed, and to ensure the high quality of external training providers. To oversee and have responsibility for the recording and reporting of training throughout the Trust
Principal Responsibilities
· To manage the team of in house trainers to ensure that all mandatory, compliance and required training is delivered to meet the Trusts KPI’s

· To deliver mandatory, compliance and required training where necessary (for example health and safety, manual handling, First Aid (1 day) SOVA, COSHH, Infection Control) at all homes across the Trusts portfolios 
· To design mandatory, compliance and required training sessions and implement these across the Trust’s portfolio
· To have responsibility for attending and contributing to the agenda of internal training events such as management seminars

· To maintain the accurate training compliance figures for all homes across the Trust’s portfolio ensuring KPI’s are known by all trainers and achieved across the Trust’s portfolio
· To ensure the quality, cost efficiency and effectiveness of external training providers is maintained
· To facilitate the provision of training courses through liaison with external and internal trainers, venues and Trust staff

· To maintain a register of preferred external training suppliers including contracts, funding and cost information 
· To assist in the management of the Trust’s apprenticeship/regulated qualifications framework program 
· To assist the Director of Quality and Compliance in the drawing up of an annual Training & Development plan
· To produce and contribute to Head Office and Trustee reports
· To assist in the compilation of the Training Report for Trustees
· To be able to carry out frequent travel nationwide.
In addition to the duties and responsibilities listed; the job holder is required to perform other duties assigned by the manager from time to time.
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