Lets Go Programme

Delivered in partnership between

HRCAP AND ELCAP

Job Description

Job Title:  
Fixed Term Assistant Training Officer (December 2007, possible extension of contract subject to funding
Salary: 

SCP 15  £7.82 @ 20 hours per week. 

Job Location: 
HRCAP and ELCAP

Directorate:  

Let’s Go Sub Group
Responsible to:  
Training Co-ordinator
Responsible for:  
Assisting and supporting the Training Team to deliver the projects of the Lets Go Business Plan.  Aiming to create and establish the development of ongoing, long-term improvement for beneficiaries so that they can fulfil their potential.

Typical work activities

The nature of the role is to act as part of the Lets Go Training Team, offering support and guidance.  The Assistant Training Officer must be able to demonstrate being able to work independently with little supervision; be motivated to produce work to a high quality and assertive when coming forward with ideas and suggestions that will enhance and compliment the delivery of the Let’s Go Business Plan. 

The exact nature of the work will vary between Access Points, but activities are likely to include some or all of the following: 

· Handling and maintaining financial systems

· Seek out and encourage people onto training courses.  Assist in registering and recruiting new learners.

· Working in a team to produce programmes and evaluate outcomes and when necessary implement change; 

· Assist in the delivery of training and development programmes; 

· Keeping up to date with developments in training and e-learning techniques

· Using IT to produce marketing and publicity materials; 

· To communicate with other agencies to create effective working partnerships.

· To undertake other duties as appropriate to the post as requested by the Training Team.

· To access professional development as appropriate to the needs of the Team.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held between the Access Point’s.  The post holder must carry out their duties with full regard to the Equal Opportunities Policy and all other Policies.  
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