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GROUNDWORK WALES
JOB DESCRIPTION

JOB TITLE:
Training Officer (Traineeships) 
LOCATION:
Blackwood, with some local travel 
WAGE/SALARY 
£18,944 pa - £22,842 pa, 4 days a week pro rata (30 hours)
RANGE:
RESPONSIBLE TO:
Head of Operations and Programmes

JOB OBJECTIVES


To develop and deliver quality training programmes, creating and facilitating opportunities for local people of all ages (including young people) to improve their employability.  

To deliver and assess Agored Cymru accreditations including Essential Skills. 

To meet challenging targets for learner recruitment, engagement, retention, engagement, achievement and progression.
MAIN AREAS OF RESPONSIBILITY 
1. Identify, recruit and engage eligible beneficiaries to programmes as per targets, retaining beneficiaries to targets set, through a number of agencies including ensuring referral through Careers Wales.

2. Provide, monitor and co-ordinate a quality tailored learning programme for each learner, through one to one and class contact time.

3. Provide each learner with a tailored action plan, monitor and update progress as per requirements of the programme.

4. Record and collate information demonstrating attendance and progress towards targets as per requirements of the programme.
5. Supervise project trainees and volunteers to develop a range of skills that enhance employability in accordance with Groundwork Wales’ procedures;

6. Assess, teach and accredit Essential Skills

7. Assist with the gathering of information that contributes to an individual’s training and qualifications, e.g. OCN Units and Essential Skills accreditation

8. Develop an effective relationship with local Careers Wales advisors to ensure appropriate referral to the programme of eligible beneficiaries.

9. Development of a network of organisations and groups supportive of the activity to ensure effective delivery of the programme aims and objectives and encourage sustainability beyond initial funding;

10. Develop links with local schools and other educational organisations to engage them in the programme;

11. Maintain effective relationships with partner organisations to ensure effective delivery of the programme;
12. Assist with the preparation of progress reports for funding bodies and other external organisations; utilising software and other methods of provision of accountability

13. Ensure that work is carried out in line with Groundwork policies and procedures;

14. Ensure all Health and Safety requirements are met and that participants/volunteers have appropriate PPE, tools and equipment for project delivery;

15. Contribute to project planning, including setting targets, budgets and timescales through manual and IT records;

16. Develop links with existing programmes at the Trust to maximise the benefits for clients;

17. Develop links with local employers to secure work placement opportunities for beneficiaries
18. To represent the Trust positively with outside agencies, at a project and strategic level at community partnerships and other meetings as required by management, including delivering written, verbal or visual reports and presentations as appropriate;

19. To understand, support and carry out the requirements of the Groundwork Wales Internal Business Processes;

20. Develop and maintain effective working relations with public, private and voluntary sector partners to ensure their involvement in and commitment to programmes;

21. Promote the programme, and Groundworks profile and achievement, within the local area so as to attract new volunteers and groups, raising public awareness of the project and other Trust activities;

22. Any other tasks that the Trust see appropriate to develop for the continuing growth and development of this role and activities within the Trust;

23. To cultivate familiarity within the Trust with current related legislation and best practice in community work and training programmes;

24. To ensure the health and safety of all project work and project beneficiaries

25. The post holder must have a full current driving licence and access to a vehicle for work purposes.

26. To undertake any other duties, which may reasonably be regarded as within the scope of responsibility of the post as defined by the Line Manager

27. To be responsible for managing and reporting concerns, and for putting into place procedures to safeguard children and vulnerable adults in the organisation.
28. To be responsible for the safety of personal information within your role, in accordance with GDPR regulations; to comply with the data protection principles and to ensure that personal data is not disclosed outside the organisation's procedures.
29. To be responsible for the Health and Safety of all clients, beneficiaries, volunteers and staff while working on Groundwork projects and sites

It is expected that you will have relevant experience relating to all of the above.  Training, support and guidance will be provided as part of ongoing development.

PERSON SPECIFICATION:

	
	
	Essential
	Desirable

	Education & experience
	· A teaching or training qualification (including Essential Skills)
	x
	

	
	· Current full driving licence
	x
	

	Experience, knowledge & understanding
	· Experience of working with trainees of all ages
	
	x

	
	· Experience of Essential Skills Tutoring, assessment and accreditation
	x
	

	
	· Experience of working with targeted groups, e.g. young people, unemployed, low basic skills
	
	x

	
	· Experience of budget and resource planning
	
	x

	
	· Knowledge of issues and best practice relating to sustainable development
	
	x

	Competencies: skills, behaviours and personal qualities
	
	
	

	Technical & professional skills
	· MS Word, Excel
	x
	

	Commercial & financial awareness
	· Able to understand financial information
	
	x

	Customer service and quality focus
	· Demonstrates commitment to customer services in all activities
	x
	

	
	· Ability to ensure quality, productivity goals and standards are met
	x
	

	Achieving targets 
	· Determination to reach targets and objectives
	x
	

	Planning and organising
	· Prioritises and plans effectively
	x
	

	
	· Organises resources to achieve goals
	x
	

	Teamwork
	· Assists in generating team and community spirit
	x
	

	Communicating
	· Uses listening, questioning and clarifying skills
	x
	

	
	· Communicates regularly and openly at all levels
	x
	


· The person appointed will be subject to an enhanced check endorsed by the Criminal Records Bureau. 
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