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	Job title: Learning and Development Specialist
Reporting to: HR Director
Base: The Roundhouse and other campuses as required, with some working from home

	Hours: 37 hours per week, 52 weeks per year 
Contract Type: Management
Holidays: 35 days per year plus 6 College closure days where applicable and 8 statutory days
Salary: £42,500 per annum


	Job Purpose

To enhance individual and organisational performance by proactively designing, delivering and evaluating high quality learning and development interventions to drive achievement of our HR strategy.  To directly influence the provision of the current and future facilitation of leadership and management development solutions

	Key Responsibilities

Learning Design & Delivery

· Design, deliver, and evaluate engaging and effective training modules tailored to diverse learning needs.

· Create impactful learning experiences using a variety of methods and materials, covering topics such as leadership, communication, personal branding, time management, and handling difficult conversations.

· Continuously improve and update course content, materials, and activities to ensure relevance and effectiveness.

Leadership & Stakeholder Engagement

· Collaborate with HR Directors, HR Business Partners, and wider teams to identify development priorities and implement strategic initiatives.

· Act as a mentor and role model during training sessions, inspiring and engaging participants.

· Partner with managers to support change initiatives, anticipate challenges, and ensure sustainable outcomes aligned with business objectives.

Learning Operations & Administration

· Ensure all administrative processes related to learning and development are efficient, accurate, and aligned with best practices, including the use of the Learning Management System (LMS).

· Manage time effectively, balancing delivery with the development of new materials and continuous improvement of existing resources.

Data-Driven Insights & Continuous Improvement

· Analyse people metrics and sector trends to inform decision-making and align development strategies with organisational goals.
· Gather and act on feedback from employees and managers to understand team dynamics and improve learning interventions.

· Identify opportunities for continuous improvement in service delivery, ensuring the HR function adds measurable value.

Collaboration & Representation

· Support HRBPs in delivering training on HR policies, employment law, and people management best practices.

· Represent the HR department at internal and external meetings, conferences, and workshops.

· Contribute to cross-college development initiatives and strategic projects as required.

Professionalism & Compliance

· Maintain up-to-date knowledge of learning and development practices to ensure professional relevance.

· Uphold organisational values and behavioural expectations at all times.

· Ensure compliance with GDPR and handle confidential information with integrity.

· Promote and adhere to all relevant College policies and legislation, including Safeguarding, Equity and Diversity, Health and Safety, and Data Protection.

Other Duties

· Undertake any other responsibilities as reasonably required in response to evolving organisational needs.

	PERSON SPECIFICATION

	Competencies

Essential:
· Strong interpersonal skills; able to build effective relationships quickly.

· Strategic thinker with the ability to contribute to organisational development.

· Effective communicator, both written and verbal.

· Resilient and adaptable; able to manage multiple priorities under pressure.

· Creative and solutions-focused with a proactive mindset.

· Self-motivated and collaborative, open to diverse perspectives.

· Proficient in MS Office and Learning Management Systems (LMS).

· Technical expertise in:

· Organisational development

· Employee engagement

· Learning design, delivery, and evaluation



	Knowledge & Experience

Essential
· Confident in presenting and adapting training for varied audiences.

· Experienced in designing and delivering engaging in-person and remote training.

· Skilled in applying diverse training methodologies and tools.

· Proven ability to work independently and take initiative.

· Up-to-date knowledge of L&D best practices.

· Experience in leading or supporting change management initiatives.

· Understanding of how L&D contributes to organisational value.
Desirable:

· Experience delivering leadership and management programmes within public sector or education settings.



	Qualifications
Essential
· Level 3 CIPD qualification

· Level 2 English and Maths qualifications
· Driving licence
Desirable
· Level 5 CIPD qualification or willing to work towards with support
· Level 2 IT
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