	Job Title:
	Training and Development Officer

	Location:
	Consett and Stanley with Countywide travel  

	Salary:
	[bookmark: _GoBack]Grade 4a £22,338 (pro rata)

	Hours:
	22 hours per week

	Overview:
	Role purpose: Responsible for the learning & development of volunteers at Citizens Advice County Durham and the delivery of training to Citizens Advice County Durham staff/volunteers & Advice in County Durham members. 

Context of role: The post holder will be required to assist staff and volunteers through self-learning modules, workshops and bespoke training sessions and review progress on a regular basis to assess competence of new advisers against Citizens Advice requirements. The post holder will be required to deliver group training to staff and volunteers at CACD as well as external delivery to partners.



	
	Key Duties 

Planning and development

· Ensure staff and volunteers' views and needs are considered within strategic plans, change management and post audit action. 
· In conjunction with the management team, formulate the organisations yearly training and development plan for new advisers and CPD for current staff and volunteers. 
· Keep up to date with policies and procedures relevant to the organisation’s work. 
· Develop links and partnerships with relevant statutory and non-statutory agencies. 
· Undertake volunteer recruitment interviews and activities as and when required
· Ensure exit interviews are conducted with volunteers and that suggestions feed into CACD planning. 
· Further Citizens Advice aims, policies and principles in all planning and development work. 

Volunteer recruitment and selection

· Promote volunteer opportunities, in conjunction with the Volunteer Recruitment Officer.
· Ensure new volunteers have a good quality induction into the learning programme for their role. 

Learning, development and training

· Ensure trainees and other staff are informed of the activities, content and practical issues in the Citizens Advice learning programmes. 
· Ensure that assessments of potential advisers and administrative volunteers are carried out. 
· Ensure the individual training and development needs of new advisers are identified and met. 
· Select appropriate methods to meet identified training needs. 
· Oversee the organisation’s training programme and assist trainees through self-learning modules and review progress on a regular basis. 
· Assess the competence of new advisers against Citizens Advice requirements. 
· Research, design and deliver training programmes, sessions, lesson plans and materials. 
· Arrange visits and placements with outside agencies and organisations. 
· Supervise the maintenance of individuals' training records. 
· Liaise with the Advice Coordinator and Line Manager. 
· Liaise with Citizens Advice training staff, moderators and tutors.
· Identify learning and development needs of designated staff and contribute to the organisation’s learning and development plan. 
· Develop inclusive learning and development activities to meet quality standards and the organisation’s learning and development plan. 
· Facilitate inclusive group and / or one-to-one learning and development activities. 
· Organise internal and external learning and development activities to ensure the competence and continuing development of designated staff. 
· Identify own training and development needs. 

Volunteer support and supervision

· Create a positive working environment in which equality and diversity are well-managed, dignity at work is upheld and people can do their best. 
· Ensure that volunteers have opportunities to develop and maintain motivation. 
· Ensure activities to recognise and reward volunteers are in place and delivered. 
· Develop suitable policies and procedures for volunteer management and ensure volunteers are aware of how they operate. 

Administration

· Provide written and / or oral reports on progress for the line manager. 
· Ensure trainees are booked on to training courses and other events. 
· Ensure stocks of training materials are maintained. 
· Provide statistical information on recruitment and training and provide regular reports to the organisational management. 

Research and campaigns

· Keep up to date with research and campaigns issues and ensure research and campaigns is promoted and integrated in a way relevant to the role. 

Other duties and responsibilities

· Ensure that work reflects the aims and principles of the Citizens Advice service and its equality and diversity strategy. 
· Promote the work and use of the organisation. 
· Carry out any other tasks that may be within the scope of the post to ensure the effective provision of the advice service. 
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
· Work cooperatively with colleagues and encourage good teamwork, clear lines of communication and common practices within the team.
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Training and Development Officer
Job Description and Person Specification


Hardship Helpline Generalist Telephone Adviser 
Job Description and Person Specification


	Person Specification:

	· Successful completion of the Citizens Advice Generalist certificate or the ability to work towards with recent and/or ongoing experience in delivering generalist advice to clients.

	· Recent or ongoing experience in delivering training modules, create learning plans and workshops, combined with understanding of adult learning techniques / theories. 

	· Proven ability in managing volunteering issues and a commitment to the value of volunteering. 

	· Ability to support staff and volunteers through one to support and group sessions and assist to maintain motivation

	· Ability to contribute to planning and implementation of training programmes

	· Ability to line manage staff and improve job performance

	· Proven ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively. 

	· Ability to commit to, and work within, the aims, principles and policies of the Citizens Advice service. 

	· A good, up to date understanding of equality and diversity and its application to the provision of advice, and the supervision and development of staff

	· Ability to demonstrate a flexible approach and willingness to work as part of a team

	· A commitment to continuous professional development.


	· Good communication skills - Willingness to work with Citizens Advice for the purpose of sharing best practice/ innovation/ feedback and engaging with team meetings/ supervision/ project meetings (remotely and in person). 



image1.png
citizens YeII1a%
EL\Y (LI Durham




