
 
 
 
 

 

  

 

Job Description 
Training Officer 

 

Salary O1 

Hours 35 hours per week with the potential for additional hours 
offered to meet business need 

Type of contract Term-time (39 weeks per year) 

Location  Independent Lives Office, Worthing 

Reporting to  Training & Development Lead 

 Purpose of the role 
  

The Training Officer is a key member of the Independent Lives Training Service 
and is responsible for delivering high-quality health and social care training to 
Personal Assistants, internal staff and external health and social care 
professionals. The post holder will ensure training is engaging, accessible and 
responsive to the needs of learners, helping to develop the skills, knowledge and 

confidence of those working across the sector. 

In addition to delivering training, the Training Officer will contribute to the 
ongoing development and improvement of the training service through learner 

feedback, quality assurance activities and the review and updating of training 
materials and resources. The role supports the growth of the training offer and 
helps ensure learning programmes remain relevant, effective and aligned with 
current best practice in health and social care. 
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Key responsibilities and accountabilities 
 

1. Training 

 

1.1 To be an active member of the training team, working in collaboration with 
Individual Employers to support the development of their Personal Assistants 

1.2 To deliver accurate, quality training both in house and off site including 
bespoke training, ensuring the training has a positive impact on learners 

1.3 To liaise with customers, arrange and deliver bespoke training packages 

1.4 Monitor and review feedback from all training sessions, identifying and 
recording any trends, issues, feedback and learner outcomes 

1.5 To liaise with the Training & Development Team Lead on any adaptations or 
changes needed to existing courses 

1.6 To share ideas with the Training & Development Team Lead to help grow the 
existing training offer in line with emerging needs 

1.7 To keep competency, knowledge and training developments up to date by 
attending relevant meetings, events, courses, research etc 

1.8 Support with the promotion of the training service 

1.9 Respond to internal and external training enquiries 

1.10 Recognise and appropriately escalate any safeguarding concerns identified 
during the delivery of training, in line with Independent Lives' safeguarding 
policy 

1.11 Assist in the development, review and updating of training materials, 
presentations, workbooks and assessment tools to ensure content remains 
accurate and up to date 

1.12 Support the evaluation of training effectiveness by gathering learner feedback, 
analysing outcomes and identifying opportunities for improvement 

1.13 Contribute to the development of new training courses and resources in 
response to customer, regulatory or organisational requirements 

1.14 Undertake observations of training delivery and participate in quality assurance 
activities as directed by the Training & Development Team Lead 
 

 

2. Administration 

 

2.1 Ensure all documentation and correspondence is recorded accurately and 
tracked in case notes on CRM 
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2.2 Maintain detailed and accurate records of trainees, including ensuring all 
training requests are logged and monitored, including marking test papers, 
issuing certificates and sending workbooks 

2.3 Updating training sessions on the Independent Lives PA Pages website 

2.4 Setting up Zoom/MS Teams for sessions to be delivered online 

2.5 Uploading, checking and marking online test papers 

2.6 Ensure training records and learner data are managed and stored in line with 
Independent Lives' data protection policy and UK GDPR 

2.7 Assist in the management of training-related invoices, purchase orders and 
expenditure records as required 

2.8 Prepare training statistics, learner feedback summaries and performance 
information for internal reporting purposes 

 

 

3. Coordination 

 

3.1 Monitor trainee attendees and send reminders to ensure attendance to training 

3.2 Ensure that any actions from meetings are actioned where appropriate 

3.3 Providing monthly reports to the Training & Development Team Lead 

3.4 Coordinate training schedules, venues, delegate communications and 
associated resources to support the smooth delivery of training programmes 

3.5 Support the maintenance of the organisation training matrix and compliance 
records, ensuring accurate and timely updates 

3.6 Monitor training completion rates and provide regular compliance reports and 
updates to managers and the Training & Development Team Lead 

 

4. Organisational Support 

4.1 Work collaboratively with colleagues across the organisation to identify learning 
needs and support the delivery of appropriate training solutions 

4.2 Promote the charity's training services through internal communications, 
events, networking opportunities and external engagement activities 

4.3 Support the implementation of new learning technologies, systems and online 
learning 

4.4 Ensure training materials and delivery methods are accessible and inclusive, 
reflecting the social model of disability and the charity's values 
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5. General 

 

5.1 The post holder is expected to work within and actively promote the mission, 
values and vision of Independent Lives to external stakeholders 

5.2 and staff members, and to comply with all Independent Lives policies and 
procedures. 

5.3 Annual objectives will be set out for this role which will be used to monitor and 
evaluate performance within the appraisal system. 

5.4 To maintain a professional knowledge and competence and attend relevant 
training as required. 

5.5 Attend team meetings and supervision meetings with line manager. 

5.6 Other tasks within the remit of the job may be required from time to time. 

5.7 The job description will be kept under review to ensure that it remains up to 
date. 

5.8 The job holder will be consulted about any proposed changes to the role
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Person Specification 
 

Experience Essential Desirable 

Experience of delivering training to individuals and/or groups 

whether in a formal or non-formal way 

✓  

Knowledge of First Aid, Moving and Handling of people, 

safeguarding and medication administration 

 ✓ 

Experience of delivering both online and in person training  ✓ 

Ability to tailor delivery to different learning styles          ✓ 

Experience of working with Microsoft Dynamics CRM, SharePoint 

and other Microsoft products including PowerPoint 

 ✓ 

Experience of working within Health and Social Care  ✓ 

Values   

Community – Willing to adapt approach based on customer need ✓  

Innovative – Happy to make suggestions on how to improve the 

processes 

✓  

Inclusive - Supportive of equality and diversity with the ability to 

promote an inclusive service and workplace 

✓  

Excellence - Strong attention to clarity and detail and maintenance 

of accurate documentation 

✓  

Skills, Knowledge & Aptitudes   

Excellent face to face and telephone manner ✓  

Excellent written communication skills including using plain English    ✓  

Good understanding of the social model of disability and 

commitment to promoting its ethos and principles 

 ✓ 

Good understanding of the social model of disability and 

commitment to promoting its ethos and principles 

✓  

Passion and ability to deliver all aspects of quality, person-centred 

training 

✓  

Team player, able to quickly establish effective relationships with 

staff, service users and others 

✓  

Ability to work in a fast-paced environment ✓  

Qualifications   

AET (Award in Education and Training) or Train the Trainer 

qualification, or the willingness to undertake 

✓  

Other   

Willingness to work flexibly and meet the needs of the organisation 

and its customers 

✓  
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Full UK driving license and access to own vehicle ✓  

Willingness to travel around Sussex and surrounding areas ✓  

Enhanced DBS check (or willingness to obtain one), reflecting direct 

delivery of training to those working with at risk adults 

✓  

 


