Accreditation & Training Officer Job Description
Permanent
Full time
Reporting to Business Development Manager

Purpose of the Role
You will be working closely with the Business Development Manager to grow and develop the number of White Ribbon Accredited organisations, and workplaces using our training programmes.  You will be responsible for delivering Accreditation, including Supporter organisations, and for coordinating and developing training, ensuring that all standards are met, and facilitating continuous improvement. You will work with other team members to recruit new Ambassadors and Champions and provide information and opportunities for existing Ambassadors and Champions. You will engage and motivate Accredited organisations and Supporter organisations to participate in White Ribbon Day.

Key Duties & Responsibilities
Accreditation
· Working with colleagues to market and network proactively to develop the Accreditation programme and increase the number of Accredited and Supporter organisations, including attending meetings, events online and in person
· Working directly with organisations to provide advice and support to individual organisations in completing the Accreditation process and developing and delivering their action plans, including attending steering group meetings when necessary
· Assess action plans and provide recommendations for approval of completed action plans. Look at ways to develop and continuously improve the action plan templates, including developing guidance for organisations
· Coordinate and deliver projects and events to allow sharing of best practice and cross-sector/sector specific engagement to address specific issues
· Disseminate best practice to all Accredited organisations and Supporter organisations
· Be responsible for maintaining resource hubs and develop new materials for the hubs, working with other teams
· Monitor and evaluate the impact of action plans within organisations

Training
· Working with colleagues, promote and market with colleagues White Ribbon UK training to new and existing organisations
· Coordinate the training, working with organisations to develop what they need and matching trainers to organisations
· Deliver training when time
· Work with colleagues, associate trainers, and partners to develop new and existing training courses
· Measure and evaluate the quality and impact of our training, collating and monitoring feedback forms, etc

Ambassadors and Champions
· With other team members, recruit new Ambassadors and Champions
· With other team members, provide information, resources, training, and campaigning opportunities for Ambassadors and Champions
· Monitor and develop the membership process
· With other team members, maintain the Ambassador and Champion resources hub ensuring it is fit for purpose and up to date

General
· Undertake your own admin and use the CRM to record your contacts and progress
· Monitor and evaluate your work, providing reports for managers and trustees as requested
· Undertake training and self-development
· Project and promote our values – through considered language, inclusivity and equality in all White Ribbon UK communications
· Undertake any other duties as may reasonably be required
· Willing and able to travel to meetings and events across England and Wales.  Willing and able to attend evening and weekend meetings and events occasionally



Person specification
Essential
· Passion for the cause of ending violence against women and girls and for engaging men in primary prevention work
· Developing face-to-face, digital and blended training programmes and materials, including monitoring and evaluating training programmes 
· Able to deliver training sessions 
· A demonstrable track record of working with a range of organisations of varying sizes from different sectors
· Excellent presentation skills 
· Building relationships and confidently communicating with different stakeholders 
· A good level of IT knowledge and skills. Experience of working with Microsoft Office package, e.g. Excel etc 
· Excellent interpersonal skills with the ability to inspire, engage and develop strong relationships at all levels 
· Strong negotiation and influencing skills 
· Excellent written skills for report writing, information giving, training etc 
· Excellent organisational skills - ability to plan, adapt, manage multiple tasks and prioritise workload to deliver consistently high-quality outcomes
· Analytical mindset – comfortable working with data and reporting on impact effectiveness
· A self-starter, able to motivate themselves, with an ability to identify potential opportunities for delivering value to the charity 
· Ability to work both independently and as part of a team working collaboratively and creatively with colleagues, who are dispersed   
· Positive approach and the ability to use initiative and judgement to identify problems early and propose solutions
· Willing and able to travel to meetings and events across England and Wales 
· Willing and able to delivery training, attend meetings and events evenings and weekends occasionally 
· Committed to continual professional development (CPD)

Desirable
· Sales or marketing experience, with demonstrable evidence of hitting/exceeding sales targets, including customer retention
· A qualification in training
· Management of high-volume data and keeping accurate records with information from different sources 
· Use of CRM systems to record and monitor outreach and targets  
· Knowledge of issues affecting women and girls in relation to gender-based violence 

