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L&D Coordinator

JOB TITLE: L&D Coordinator	
			
LOCATION: Bolton Office (hybrid)	

HYBRID WORKING: Yes	 
		
REPORTS TO: L&D Administration Manager		

ACCOUNTABLE TO: Head of L&D

JOB PURPOSE: 
To provide a responsive, flexible, high quality, efficient administrative support function for the L&D Training Services team and broader L&D functions. Delivery of an exceptional customer service experience to all L&D customers
	
KEY STAKEHOLDERS: 
· Operational colleagues in all settings
· People Services and L&D colleagues
· All external & internal customers
· Learning delegates 

ABOUT US:
At Outcomes First Group, we believe every child can thrive when given the right environment for success. As one of the world’s leading providers in our sector, we deliver exceptional, research-led education tailored to each individual, with smaller class sizes and personalised learning plans. 

Our vision is to empower every child with a world-class education that nurtures potential and inspires lifelong learning, our mission is to unlock that potential through personalised learning and opportunity, and our promise is simple: we listen, we work together, and we are accountable to one another to make the remarkable happen.


KEY RESPONSIBILITIES: 
· Be responsible for the upkeep of our LMS
· Administer collaboratively L&D Operational activities and events
· Key point of contact for course delegates
· Prompt day to day customer liaison dealing with L&D enquiries, escalating appropriately
· Delivering outstanding measurable customer service
· Support the L&D Administration Manager in administering the planning and scheduling of Trainer activities to meet with the needs of the customer
· Support the L&D Administration Manager to identify and implement Operational Best Practice strategies with an eye on Customer Success
· Engage positively with all colleagues across OFG
· Have an appreciation and understanding of innovative technologies in a L&D function
· Assists L&D Operations in the generation of reports that measure the impact of training and its added value to the organisation
· Undertake training as required to demonstrate Continued Professional Development


STANDARD RESPONSIBILITIES:
There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within OFG Group are expected to be familiar with and adhere to.

Leads, manages, and participates in an annual performance review programme
Works, always, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group.
Observes, always, strict rules of confidentiality appropriate to the post.
To always comply with the requirements of Health and Safety Regulations to ensure their own wellbeing and that of their colleagues.

OFG Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all employees to work in accordance with this.
Ability to work attentively and accurately with data inputting
[bookmark: _Hlk36106641]Undertakes other duties as assigned.

MEASURES: 
· Productivity, Quality and Accuracy.
· Customer satisfaction (NPS).
· Responsiveness and Flexibility.
· Values, Conduct & professionalism

EXPERIENCE, SKILLS & QUALIFICATIONS: 
ESSENTIAL
· Proven track record of planning, scheduling, and coordinating events across a range of stakeholders.
· Conducts self professionally and understands what good customer service looks like.
· Proven track record of attention to detail.
· Strong capabilities with technology, including all Microsoft office applications.
· Ability to work under pressure, with flexibility in approach and style to meet demands.
· Track record of meeting deadlines.
· Detailed and conscientious, taking pride in output and achievement in of quality standards.
· Ability to work with stakeholders at all levels.
· Self-motivated, requires minimal supervision.
· GCSE English Language & Maths

DESIRABLE
· Previous experience with an LMS or similar system
· Previous administration experience in an L&D team/function
· Previous experience in Education
· Minimum of 5 GCSE’s (including above)
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