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Job Description



	Job Title: 

Location:

Accountable To:
	Administration Team Manager
Barttholomew House, Brighton
Lead Consultant

	
	

	Purpose of the Job
The Learning & Development Team’s primary focus is to enable strategic workforce development and planning for all staff directly employed by the council and more broadly across the city for people delivering adult and children’s social care. 

Working with senior managers, partner organisations and sector skills councils the aim is to provide appropriate learning and development interventions to ensure safe, capable, qualified and skilled workforces.

Principle Accountabilities
To lead manage, motivate and develop a team of administrators to ensure the delivery of an effective and efficient learning and development service across the council and wider workforces.

To lead the assessment, development and implementation of improvements in admin processes.

To provide timely accurate management information and data analysis to inform workforce and learning and development strategies.

Manage, motivate and develop a team of Administrators within the Learning & Development team ensuring the delivery of an effective and efficient service and high-quality customer service.

· Lead and manage a team of administrators to ensure the efficient, timely and accurate administration of the learning and development service and provide high quality customer service

· To contribute to strategic and operational decision making within the learning and development team
· Develop and maintain effective working relationships with managers and participate in team meetings, project groups and all training events as required

· Manage resources effectively to ensure deadlines are met while maintaining a high-quality service to customers
· Manage a professional first point of contact for customers, offering straightforward advice and guidance on learning and development issues
· Monitor and review systems regularly to ensure a high standard of customer service, and compliance with legislation and processes

· Provide data and tailored support to senior management as required
· Project manage the ongoing development and implementation of new technologies as they relate to the workforce and learning and development teams, providing technical and ICT support to the team and their trainers in the form of 1 to 1s and group training sessions
· Support the review and development of e-learning technologies and support customers with access issues and enquiries
· Ensure the timely payment of invoices following the council’s Standing Orders; timely collection of non-attendance charges for both internal and external delegates by co-ordinating with the council’s finance team and service managers to generate income and dealing with all associated enquiries
· Promote the Council’s values to internal and external stakeholders and ensure access to learning and development is fair and inclusive
· Promote and manage health and safety; 


	Person Specification
Demonstrable Experience

· Experience of motivating and managing a busy team 
· Experience of dealing appropriately with sensitive or confidential issues;

· Experience of working in a customer focused environment;

· Experience of working with various IT systems and applications on a day to day basis;

· Experience of developing and maintaining administrative systems and processes 
Knowledge

· Knowledge of evaluation theories/methodologies to measure the impact of learning on organisational performance; 

· Working knowledge of a range of ICT systems involved in the management of learning and office systems;

· Knowledge and understanding of developing, maintaining and managing administration processes and customer services.
Skills and attributes

· Ability to manage, motivate and develop a diverse team to ensure targets are achieved;
· Ability to set individual and team objectives and performance standards;
· Strong customer service skills;

· Adaptable, open to new ideas and willing to adjust to new demands and circumstances;

· Excellent organisational and time management skills with the ability to plan, organise and prioritise work;

· Ability to communicate effectively (in writing and verbally) with both internal and external customers;

· Strong numerical skills with the ability to analyse and interpret data.

Qualifications

· Evidence of commitment to updating/further development of skills, knowledge and qualifications or other relevant managerial training
Health & Safety

To co-operate in the implementation of the council Health and Safety policy

In particular: as set out in section 4.5 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

Equalities

To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.
The list of duties in the job description should not be regarded as exclusive or exhaustive. There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. 

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job. You will be consulted about any proposed changes.                                        
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