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Freeways

A Provider of Choice





Job Description

	Department
HR


	Job title:                     Learning and Development Lead


	Location:
Based at Freeways Head Office, Abbots Leigh




	Accountable  to:
HR Manager



	Accountable for: 
HR Administrator/Office Administrator as required                                   


	 Job Purpose

As part of the HR team, to contribute significantly to our People Strategy, working closely with the senior leadership team to deliver agreed strategies.  
The Learning and Development Lead is primarily responsible for designing, implementing, and evaluating training and development programs that enhance employee skills, performance, and overall organisational effectiveness within Freeways.
Overseeing our mandatory training (Care Certificate, Safeguarding, MCA) and keeping us ‘Inspection Ready’.




	Key Responsibilities and Objectives 

Training and Development:
· Identify training needs and design and deliver training or source appropriate external training (within agreed budget) to meet those needs.

· To provide expertise, leadership, and advice on learning interventions, to enhance organisational effectiveness within Freeways and Freeways Trust.
· Work with managers across Freeways to compile and manage a dashboard of regulated/compliance related training, reporting on compliance across organisation.

· To create plans for stakeholder engagement at all levels and manage implementation including communication and project plans.

· To assist in the intorduction and management of a learning management system across the organisation to help manage budget and ensure fair distribution across services.

· To facilitate team-based events, as required, designed to develop competence and good working practice.  
· To conduct research on the latest thinking within learning and development and put into practice where appropriate.  

· To provide expertise in sourcing and securing external training providers as required.

· To manage a range of on-line training modules for new staff and regular refresher training for existing staff. 

· To create, implement and review a leadership development programme in line with Freeways People Strategy and Values; including a learning framework for our Trainee Managers.  
· To continue to implement, embed and review our competency framework in line with our Values that links with our Supervison policy and Personal Development Plans. 
· To ensure training is available to allow staff to develop their learning outside of the management pathway recognising this is not a route all staff wish to take; such as specialist training in line with the needs of the service.  

· To ensure all training and development forms are available on Access. 
Marketing:
· In conjunction with the senior manager lead for marketing and our recruitment administrator develop and execute social media campaigns across platforms to highlight the good work Freeways does; including career development opportunities.  

· Ensure alignment with brand messaging.  
Project work:
· Manage and deliver different learing and development related projects as required and commensurate with the role. Working closely with relevant stakeholders to ensure effective and efficient implementation of the projects.  



	 Additional Responsibilities

· To represent and act as an effective ambassador for the Charity externally as required. 

· Build a positive organisational culture and provide clear, positive and motivational training and development opportunities across the organisation in line with its values.   

· To undertake other such duties as considered appropriate by the HR Manager within the overall scope and objectives of the role and organisation.
· Be aware of, adhere to and implement any legislative requirements consistent with the training delivered and Freeways policies.
· Contribute towards other aspects of Freeways work as required, commensurate with the scale and general nature of the post.



	Health and safety responsibilities:

Under the provisions contained in the Health and Safety at Work Act 1974, it is the duty of every employee to:
· Take reasonable care of themselves and others at work

· To co-operate with Freeways and Freeways Trust as far as is necessary to enable them to carry out their legal duty.
· Not to intentionally or recklessly interfere with anything provided including personal protective equipment for health and safety or welfare at work. 

Equal opportunities:

Freeways is committed to anti-discriminatory policies and practices and it is essential that the post holder is willing to make a positive contribution to their promotion and implementation.

This job description only contains the main duties relating to this post and does not describe in detail all the tasks required to carry them out.

Post holders may be asked to undertake any task commensurate with their pay grade.  

All job descriptions will be subject to review as appropriate and may be altered in line with the requirements of the post. Any proposed changes will be discussed with the post holder prior to change.




Person Specification – Training and Development Lead
Shortlisting will be based on the criteria listed below, which are derived from the Job Description. Applicants should therefore explain in their application how they think they meet each criterion using relevant examples from previous work experience and community/voluntary/leisure activities, as appropriate.
	Area
	Essential
	Desireable

	Experience
	· Proven track record and experience of leading L&D activities at a senior level.
· Relevant experience training staff (preferably in a regulated environment), including both design and delivery for soft skills and technical skills.  
· Project planning and delivery experience.
· Demonstrated success in managing social media campaigns.  

	· Previous work in not for profit (preferably regulated) sector 
· Management coaching 
· Experience in Adult Social Care and an understanding of CQC standards.



	Knowledge / Qualifications


	· Educated to degree level in HR, L&D or relevant level qualification/experience 
· Demonstratable knowledge of the full training cycle, including training needs analysis, design, delivery, and evaluation, working within a competency framework.

	· Coaching qualification

· Project management qualfication 
· Qualified to CIPD Level 5 or above  


	Skills and Abilities


	· Excellent communication skills both oral and written and interpersonal skills
· Proven report writing skills
· Excellent IT skills (Word, Excel, Outlook, Power Point). 
· Ability to manage day-to-day operational aspects of projects.  

· Ability to problem solve and be solution focused.

· Excellent team leadership skills and a team player

· Ability to prioritise responsibilities under pressure and be self-motivated
· Excellent time management skills
· Excellent customer service skills

· Ability to travel to services within the region and other local meetings
· Ability to ensure our learning and development remains CQC compliant.  
	


	Physical skills
	· Able to manage conflicting priorities within a busy team
· To work in a shared office

	Physical Effort
	· Lifting of light loads following manual handling protocols

· Ability to work at a workstation and remotely

	Emotional Effort
	· Adaptable to situations, can manage people of all capabilities and attitudes

· The ability to regulate emotions and remain calm in stressful situations

	Mental Effort
	· Systematic approach to problem solving

· Ability to establish priorities, work independently and proceed with objectives with minimal supervision
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