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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Economic Development & Regeneration
	[bookmark: Text32]POSITION NO: Please provide this information if existing post      


	SECTION:

	Hull Training and Adult Education 
	GRADE: 9



	JOB TITLE:

	Specialist Trainer  
	DATE PREPARED: 07 October 2022

	EVALUATION DATE:
	24 October 2022
	JE NUMBER: NC4801




	ROLE & PURPOSE OF JOB: 

Supports the Centre manager and Deputy Head of service lead manager in implementing the learning and development approach.  Working in Hull training Adult Education (HTAE)  enabling services in the delivery of City workforce development and local employers upskilling targets to achieve business plans for their business.   
Working with HTAE Executive Board, Elected Members, Assistant Director and Head of Service at all levels across the partnership to ensure the learning creates wider opportunities for the organisational upskilling and underpins the achievement of the City Economic Plan and LSIP targets.
The post holder will be directly responsible for the effective coaching, teaching, planning and organising of occupational skills training to apprenticeship standards and technical certificates as needed, assessing and reviewing learner’s progress and maximising the use of resources. 

Responsible for their own teaching, assessment and quality of the engineering programmes delivered at the engineering centre. Developing and providing curriculum that meets the requirements of local people, companies, commerce and industry. 

The post holder will provide individualised high quality careers education information advice and guidance (CEIAG) to existing and future cohorts internally and externaly engaging learners and employers whilst promoting the service’s engineering provision. The post holder will ensure that effective Gatsby benchmarks are implemented within their currculum plans. 

The post holder will be expected to deliver high quality Apprenticeship standards and will be responsible for the coaching and delivery to learners to achieve skills, behaviours, and knowledge to pass their apprenticeship to a distinction level wherever possible.

The postholder will be responsible for the health & safety of their designated workshops and individual work-based section 10 assessments, ensuring all health & safety documentation including risk assessments and COSHH data sheets are in place and kept up to date. 

The post holder will maintain a minimum funded learner caseload, in line with policy and to be agreed with the line manager based on the particular sector subject area(s), the type of employment placement and geographical spread of students. 

This role will also be required to undertake service Internal Verification duties.  

To carry out the role, ensuring service standards performance indicators, and statutory requirements are met. 

Responsible for maintaining all electronic and paper records in accordance with service standards and ESFA contract requirements.

To support the continual improvement cycle by ensuring all information requests from quality team are satisfied in a timely manner and records are maintained to meet the required standards as per ESFA contract expectations. 
The post holder will be responsible for recording outcomes, evaluating activities and meeting project targets and deadlines.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults (Service Area to include where appropriate)


	2.
	Customer Focus –
Undertakes the identification of learning needs and responsible for designing, developing, and implementing learning resources to develop programme delivery and maximise learner performance and achievement.

Regularly seeks feedback through the learner voice process and ensures that any issues relating to practice are dealt with promptly ultimately resulting in an improved service offer.  

Support the Centre Manager to use learner feedback to inform the self assessment process and service improvement.

Facilitates effective and responsive engagement with people who use the service through the timely return of assessed / marked work to ensure learners continually progress and relationships are effective.

Ensure that there are strong links (and communication flows in both directions) between the organisation and its employer stakeholder work streams to the ‘workshop and work-based training so that the key learning from theoretical practice and work-based assessments (including conducting and maintaining reviews) are communicated to the centre manager.  

As a member of the training team- the postholder will input into the development of centre training strategy and apprenticeship training programme to ensure these meet the priorities of the service and the needs of the employers. 


	3.
	Performance Management – 

High impact on the outcomes for HTAE young people and adults in terms of improving performance through effective learning and development. Consequential political and legislative risks associated with not achieving the required standards in (Ofsted, FATE, and awarding bodies) inspections are dealt with.

Leads the evaluation of learning programmes to ensure impact of learning is measured effectivly. Produces qualititive and quantitive reports to the organisation providing recommendations when required and positively contribute to service improvement.

Delivering learning, training, coaching and assessment on work-related programmes to meet the needs of employers and learners and to the standards set by awarding bodies or end point assessment organisations.

Develop and facilitate the positive engagement of learners by upholding high expectations for attendance, behaviour, timekeeping and conduct, setting challenging objectives for self and apprentices. 

Responsible for the quality and timeliness of work.  

To ensure changes in ESFA funding rules are implemented effectively and the submission of all paperwork complies with ESFA funding rules. 

To ensure the consistent application of operational practice and policy across the team.

To bring to the Centre Managers attention any areas of concern that may impact on service performance, particularly in respect of learners and where funding may be affected and work in a timely and appropriate way to resolve concerns/issues.

To ensure that all mandatory training is kept up to date and regular CPD activities are undertaken, particularly in relation to sector specialisms. Ensure industry knowledge and competency is maintained to fulfil awarding body expectations and to support the service to retain a competent and confident workforce.  

Achieve agreed output targets in terms of key performance indicators taking responsibility to ensuring targets are met and developing and implementing appropriate actions if activities are behind target.

Makes sure that standards are maintained, and continuous improvement is identified and actioned.

Demonstrates high quality engagement with learners including providing coaching, teaching, one to one support and informal/formal discussion to create a learning environment that supports self-awareness and promotes development and skills improvement. 


	4.
	Statutory Obligations – None 


	5.
	Leadership –
Leads on learning programmes and provides consultancy to employers, advice and guidance on these, in support of strategic priorities and awarding body guidelines. 

Ensures that all learning materials used in the delivery of programmes reflect current industry practices and guidelines and are of good, professional quality and relevant to the learning programme being delivered.

Leads learners by being a role model and through engagement, encouraging and motivating learners to succesfully achieve their programmes objectives. Promotes high standards with regards to attendance, timekeeping and behaviour. 

Inspires and demands continuous improvement across the partnership ensuring cultural change.

Demonstrates leadership on workforce development activities.  Leads and manages new initiatives and works creatively to find solutions to issues with others.  Models good practice and directs staff in mitigating risks, identifying priorities.

Work alongside colleagues in line with the service‘s mission and strategic objectives to develop and provide high quality coaching, training and support to learners. 


	6.
	Service Delivery –
Ensures equality of access to all learning programmes.
 
Provision of approximately 42 learning weeks (pro rata) annually.

Acountable for the effectiveness of retention, success, participation and attendance rates and ensure provision is at least good as evaluated through Ofsted criteria.


	7.
	Team Development and Capability

Aids the Learning and Development team to have the right skills, knowledge and attitudes to perform their duties.

 Contributes to the development of the team to increase the overall effectiveness of delivery through proactively sharing experiences, knowledge and ideas to constantly raise standards and improve learners’ experience.

Participating as a full member of the programme team and contributing to the development, promotion, review and delivery of programmes including standardisation meetings and self-assessment.


	8.
	Self Management and Development 

Builds a reputation of respect from customers, peers and managers.  Ensuring  work is produced to the quality standards and deadlines as required.  Working  to the Councils competencies and ensuring that continuous development plan occurs.  Seeks regular feedback on personal performance from customers, managers, peers and colleagues.  


	9.
	Accurately record, input, and maintain tracking of learner progress across all elements of their programme through to completion. 


	10.
	Participate in appropriate marketing activities and events/workshops to promote apprenticeship programmes and raise awareness amongst potential future learners, parents / carers and relevant agency advisors.
 

	11.
	Working with others to ensure the complete and accurate delivery of apprenticeship programmes within funded timescales.



	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
#THIS POST IS NOT POLITICALLY SENSITIVE

# Service area to delete as necessary

	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:	

Proactively sharing knowledge and providing support to colleagues and team members in the delivery of programmes within area/s of specialism.   

2.	Responsibility for Customers/Clients:	

Responsible for the provision of expert coaching, teaching and support to apprentices in Area/s of sector specialism leading to the successful completion of programmes 
within specified timescales. 

Responsible for coaching supporting and developing up to 40 apprentices that has a high impact on the workforce across the city in terms of ensuring apprentices have the right skills and attitudes to carry out their roles.


3.	Responsibility for Budgets:

None

4.	Responsibility for Physical Resources:	

Supervise the control of resources to ensure all stock and equipment is secure, serviceable and regularly accounted for. 

Responsible for confidential information, learning materials and training room resources relating to relevant programme/s of delivery.

Responsible for ensuring all staff and learners use equipment and resources in accordance with current Health and Safety legislation.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	
1. Within Service Area/Section:

The post holder must also develop equilateral relationships with members of the engineering team and HTAE in order to both respond to and place demands and prerequisites.

2. Within Any Other Council Areas:

The post holder must develop a strong relationship with individual services in particular with those on the frontline and their managers.

In order to discharge the requirements laid down in the principal accountabilities, the post holder must develop and maintain a working relationship with staff at all levels from front line to directorate level across the Council in order to respond to requests and ensure skills coaches deliver learning effectively.

3. With External Bodies to the Council

The post holder must develop a business relationship with a vast array of partners; public sector organisations, Voluntary and Community Sector and the private sector in order to facilitate effective delivery of engineering programmes.
IFATE
Ofsted
LSIP
Awarding Bodies 
AELP 
ESFA 





	ORGANISATION CHART: Please Provide Job Titles and Grades  


	
	
	
	Immediate Line Manager
Centre Manager 

	
	
	

	Other jobs (peers) that report to immediate line manager
HE Lead Grade 9
TLA Grade 8 

	
	This Position
Specialist Trainer 

	
	
	

	
	
	Direct Reports
None 








	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	x
	
	
	
	
	Some physical movement of training equipment



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	x
	
	
	
	Some exposure to Hazardous materials or substances   


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	x
	
	
	
	
	
	     



4

6




	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	HNC and/or HND level qualification or equivalent level of experience.
Level 3 Specific Sector qualification 
	

X
	X
	AF/C

AF/C

	
	Evidence of continuing professional development and/or membership of a professional body.
	X
	
	AF

	
	Evidence of ISOHH (or equivalent) or be willing to complete within 6 months of appointment 
	X
	
	AF.C

	
	Level 3 award in Effective Coaching or equivalent recognised professional training qualification or be willing to work towards within 6 months of appointment.  
	X
	
	AF/C/I

	
	Level 5 teaching Qualification or working towards within 8 months of appointment 
	X
	
	AF/C I


	2. 
	Relevant Experience:

	
	Experience of delivering and planning services at an operational or sector based setting
	x
	
	AF I

	
	Experience of successfully managing activity and performance targets 
	X
	
	AF I

	
	Ability to build and maintain effective teams, ensuring the health, safety and wellbeing of all staff within the team.  
	X
	
	AF R

	
	Extensive experience of designing and delivering training in a partnership environment. 
	
	X
	AF I R P

	
	Extensive experience of delivering learning to a wide audience of VCS, public and private organisations.
	
	
	AF I

	
	Proven significant experience of workforce development.
	
	X
	AF I R

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults (service area to include where appropriate).
	X
	N/A
	AF

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults (service area to include where appropriate).
	X
	N/A
	AF/I

	
	Highly developed ability to think and react clearly and effectively in training/workshop situations, using tact, diplomacy and influencing skills.
	X
	
	AF I P

	
	Ability to use a comprehensive range of learning resources and methods.
	X
	
	AF I P

	
	Highly developed organisational skills/ coordination skills balancing conflicting demands to achieve delivery of learning plans and projects in a timely organised manner
	X
	
	AF I

	
	Highly developed judgemental skills and proven ability to gauge between levels of need and prioritise learning.
	X
	
	AF I

	
	Highly developed consultancy skills that maintain reputation and effectively manage relationships
	X
	
	AF I

	
	Reviewing and monitoring learner progress against ESFA contract rules, ensuring completion and achievement of all elements of their standard or qualification including Functional Skills to ensure either framework is achieved, or end point assessment is taken and passed timely
	X
	
	AF/i

	
	Capability to work with minimal supervision within a programme of work.
	X
	
	AF I R

	
	Able to provide a high quality service working to tight deadlines
	X
	
	AF I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults (service area to include where appropriate).

	X
	N/A
	AF/I

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults 
	X
	
	AF I

	
	Extensive knowledge of a vast range of sector specific training and development activities and the ability to judge their appropriateness to a range of demands. 
	X
	
	AF I R

	
	Comprehensive knowledge and experience of using Microsoft Office.
	
	X
	AF I

	
	Comprehensive and extensive knowledge of workplace coaching strategies, what can be supported/developed through effective coaching, goals, learning personal development, decision making and career development.  
	X
	
	AF/I

	
	Knowledge of safe working practices and implementing risk assessments in the workshop/workplace setting 
	X
	
	AF/I

	
	Comprehensive and extensive knowledge and experience of using learning theories and communication skills to deliver learning interventions in workshop and workplace settings. 
	
	X
	AF

	
	
	
	
	

	
	
	
	
	




	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults (service area to include where appropriate).
	X
	N/A
	AF/I

	
	The post holder will have a highly developed level of verbal communication and presentation skills enabling them to enthuse learners and discuss very complex issues using a range of highly developed influencing skills and abilities covering courtesy, tact, instruction, and negotiation.  
	X
	
	I/P

	
	Written Skills

	
	The post holder will need to produce accurate, complex, sensitive and contentious written information on a wide range of learning related issues. 
	X
	
	AF/I

	
	Highly accurate recording skills to produce learning materials such as learner assessment and curriculum plans.  
	X
	
	AF I

	6.
	Other:

	
	None
	
	
	




	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	X
	N/A
	I

	
	Respect
	X
	N/A
	I

	
	Learning
	X
	N/A
	I

	
	Ambition
	X
	N/A
	I

	
	Partnership
	X
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward
	X
	N/A
	

	
	Improving services
	X
	N/A
	

	
	Analysis and decision making
	X
	N/A
	

	
	Making things happen
	X
	N/A
	

	
	Communicating with impact 
	X
	N/A
	

	
	Collaboration 
	X
	N/A
	

	
	Developing self and others
	X
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
	
	
	
	




	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - ENHANCED & CHILDRENS BARRING LIST CHECK Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 


	x
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	x
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)
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