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CHILDREN, ADULTS AND HEALTH
JOB DESCRIPTION

POST TITLE:

Apprentice Learning and Development Assistant (Supported Apprenticeship)
GRADE:


£4.55 per hour
RESPONSIBLE TO:
Workforce and Change Manager or Delegated Supervisor
Overall Objectives of the Post:

As an Apprentice Learning and Development Assistant you will be expected to carry out a wide range of administrative duties to support Adults and Integrated Care; contributing to and influencing improved performance at an individual, team and service level.  This role will carry its own portfolio of work, with a keen focus on exceptional administration, events planning and management alongside being instrumental in helping to deliver the Moving Forward Together OD and Workforce Development Strategy.

During the 21 months of your apprenticeship you will comply with our Moving Forward Together; our Values, our Behaviors, our Future statement, undergo relevant training and gain experience in the role of Apprentice Learning and Development Assistant.  
Key Tasks of the Post:

Key Duties:

· Provide administration support to the Service Improvement Team in the planning and delivery of learning and development, organisational development and people engagement events.
· Provide a reliable point of contact for all learning and development (L&D) matters.
· Manage and collate learning and development request forms

· Help source external training solutions.

· Communicate course requirements with trainers, learners and external suppliers within agreed timelines.
· Assist in the design, development and implementation of in-house training as required, including induction training.  

· Prepare or select any learning and development materials required to support L&D activity.
· Arrange the booking of trainers, venues and facilities for learning and development events.

· Manage the learning and development calendar.
· Monitor and collate L&D evaluation forms.
· Produce and maintain accurate records of learning and development activity.
· Through discussions on relevant developments in your work have a commitment to actively participate in regular reflective supervision. 

· Participate in an annual Employee Performance Management (EPM) process.

· Contribute to the ongoing improvement and development of Adults and Integrated Care.

Information Resources

· Document personal information as appropriate entering and retrieving information via the electronic systems as permitted by your role.

· Receive personal, sensitive and contentious information.

· Ensure that person confidentially is maintained at all times and that you do not access any records, either electronically or paper based which you do not need during the course of your work.

Freedom to act

· Work under the direction and accountability of the Workforce and Change Manager being personally responsible for own actions.

· Adhere to all local authority policies and procedures and report/escalate where actions are needed.

· Use own initiative to solve and manage issues as they arise, escalating to senior staff for support and guidance when unable to resolve.

· Required to comply with all relevant national and local statutory and mandatory requirements including health and safety.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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