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Warning:

Printed copies of this document are uncontrolled
	Job Title:
Learning & Development Specialist


Purpose:
To develop and deliver training, learning, assessment and verification as required to Nexus staff and contractors in order to provide and maintain a competent workforce and to develop the workforce’s skills.
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Remuneration:
Salary Band– APTC Band 4 
	1.
	Principle areas of responsibility



	
	1.1
	Develop and maintain training and development programmes and resources to cover Nexus training, learning and development requirements for employees and contractors as necessary, in line with company and statutory standards, using appropriate learning and assessment methods.

	
	1.2
	Deliver and evaluate courses and assess employees and contractors, on or off site as required including shift and night work when required, including the updating and maintenance of training records as required.

	
	1.3
	Verify the assessments of on-site assessors and manage the training delivered by other trainers or assessors.

	
	1.4
	Engage with other departments to identify training and development requirements and facilitate the delivery of these requirements, communicating with external organisations where appropriate.

	
	1.5
	Support the delivery and development of other learning, development and engagement programmes as required.

	
	1.6
	Provide periodic management reports on relevant areas of training and development as required.

	
	1.7
	Occasionally assist (where appropriate) with operational delivery under business risk conditions as agreed between senior operational managers and the Head of Learning.

	
	
	

	
	
	


2.
Dimensions

	2.1
	Communications



	
	2.1.1
	Undertake regular meetings with departments to ensure that all training requirements are identified and documented, working closely with the business and internal/external partners to deliver a quality learning and development service.

	
	2.1.2
	Manage training, learning and assessment events and ensure that the required resources are available and that records of training and assessment are completed.

	
	2.1.3
	Work with internal/external specialists to ensure standards of training materials are being maintained.
2.1.4 Liaise with partners or external bodies to ensure third party service level training agreements are arranged, monitored, undertaken on time and recorded. 
2.1.5 Manage external partners on behalf of Nexus to ensure training, development activities and assessments delivered meet regulatory and Nexus requirements.



	2.2
	Decision Making & Problem Solving



	
	2.2.1
	Develop and maintain training, development and assessment modules (both face to face and e-learning) to ensure compliance to Nexus standards and regulatory requirements.

	
	
	

	
	
	


	2.3
	Initiative & Independence



	
	2.3.1
	Maintain a focus on training standards and new initiatives through reading of trade and industry journals, attending seminars and meetings and where necessary report back to the Learning & Development team.
2.3.2 Support the organisation to improve services by advising on best practices and industry developments where relevant.

2.3.3 Maintain core specialist training and competency as required in line with core area of delivery responsibility.


	2.4
	Resources



	
	2.4.1
	Ensure that levels of materials and resources are adequate and maintained in a suitable condition to enable delivery of courses. Where required replenish stock of resources.
2.4.2 Maintain and provide controlled distribution of training, learning & assessment materials, relevant quality management system documentation, risk assessments and safe systems of work.


	2.5
	People


	
	2.5.1
	Advise Nexus departments on training and/or development needs for employees.

	
	2.5.2
	Evaluate the effectiveness of delivered courses through consultation with candidates, managers, external organisations (if appropriate) and personal reflection.


	2.6
	Health & Safety



	
	2.6.1
	Comply with all company and legislative requirements when undertaking duties.

	
	2.6.2
	Promote Health & Safety as an integral part of all course delivery.


	3.
	Statutory Duties


	
	3.1
	Responsible for managing those elements of the safety management system allocated to the role of Learning & Development Specialist for safe operations and associated projects.
3.2 Responsible for carrying out duties and ensuring procedures are in place to meet legislative and company standards requirements for Nexus and in line with industry best practice.
To carry out any other reasonable duties required.
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