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	Job Description

	Job Title:
	Multifunctional Trainer

	Reporting to:
	Site Manager

	Overall Purpose:
	To support the Customer Development, providing a full Learning and Development service to customers as determined by internal and external contractual and development requirements.  To assist in planning, delivering and evaluation of training projects and training on a one to one and group basis in support of these objectives.  To be flexible and carry out some work outside of the usual core working hours and undertake a degree of travel, subject to business needs.

	Scope of role:
	To seek out and identify areas for continuous improvement through creativity and flexibility

	Key Tasks:
	· To conduct learning needs analysis as required, with all designated customers within existing or potential development areas of the business.

· To adhere to and ensure a consistent approach to the quality management of training resources.
· To monitor and evaluate outcomes of each project and training course undertaken and process, as appropriate.

· To support all customers in job search, job matching and sustainability of employment by delivery of one to one and group learning and development sessions.
· To manage all groups and individuals in a way that enables them to identify their own learning needs and to take responsibility for their own actions. 

· To ensure effective tracking of customer attendance/progression through taking part in caseload reviews with an appropriate Site Manager or designate

· Maintaining contact with named persons at each identified group or project, ensuring a high level of communication with all parties.

· To deliver materials to agreed service level and quality assurance standards and deadlines.

· To assess and evaluate at customer and stakeholder levels.

· To liaise closely with all relevant parties to ensure service levels are maintained.

· To adhere to quality processes and procedures, ensuring accuracy to agreed standards of all documentation – e.g. learning/action plans, reviews etc.
· To monitor own progress towards business and individual objectives.

· To consistently seek ways to improve occupational competency by taking personal responsibility for your continuous professional development through Institute For Learning.

· To ensure maximum efficiency and professional delivery with external bodies/teams.

· Any other related duties as required by the business objectives within the scope of the role.

	Person Specification:

	· In possession of a relevant level 4 teaching qualification (e.g. C&G 7407 stage 1 & 2, C&G 7304, CTTLS) 
· Previous training experience

· Continued membership of IFL 
· An adept communicator with the ability to persuade, influence and listen to others.

· Displaying strong motivational, customer service and organisational skills.

· Competent training delivery professional, encompassing equality of opportunity strategies and adhering to PPDG’s Safeguarding Policy.
· Competent in the use and purpose of technology with excellent IT and administrative skills.

· In possession of demonstrable lateral thinking skills.

· Enthusiastic and flexible team player with high expectations of self and others.

· Able to work under pressure, on own initiative and constantly seek to improve. 

· A professional outlook, the ability to maintain confidentiality and act as an ambassador for Pertemps People Development Group.
· Enhanced CRB check required

	External liaison with:
	Training and development providers and any other appropriate bodies

	Internal liaison with: 
	Human Resources, Business Support and Claims Team, Site staff, Curriculum Development, Skills for Life and Quality Assurance Managers.


	Knowledge, Skills, Attitudes and Behaviours required for the role:

	Category
	Indicators

	Knowledge
	Appropriate teaching qualification/experience

	
	Customer needs, wants and expectations

	
	Service provision

	
	Quality assurance

	
	Training tools and techniques

	Skills
	Planning and organization

	
	Developing others

	
	Continuous improvements / quality control

	
	Customer focus

	
	Communication

	
	Motivation

	
	Persuasion and influencing

	Behaviours & Attitudes
	Flexible

	
	Self motivator

	
	Team player

	
	Open minded

	
	Interpersonal skills

	
	Sensitivity, ethical


	Key Responsibilities

	· To adhere to PPDG's Code of Conduct and policies and procedures at all times

· To demonstrate and uphold PPDG's values at all times

· To demonstrate a commitment to safeguarding and to promote the welfare of all stakeholders

· To maintain the responsibility of data protection, ensuring an awareness of all Company policies and procedures relating to data protection and to adhere to any instruction(s) given pertaining to this


	I have read, understood and accept that this job description accurately describes my role, responsibilities and competency requirements.

	Name
	

	Signature
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