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Czajka Community Care Services
Job Description

JOB TITLE:                       Training Officer for Czajka Community Care Services
REPORTING TO:             Senior Training Manager

JOB PURPOSE:               
To administer / co-ordinate / develop a comprehensive induction programme for the company’s Community Care employees’. 

To increase the level of relevant skills, knowledge and development within the Company’s Community workforce through provision of training and learning support. 
To provide staff with the understanding, practical skills and motivation to carry out particular work-related tasks.

To deliver training sessions to staff or arrange for others to do so. 

To develop the ongoing, long-term improvement of employees’ skills so that they can fulfil their potential within the company. 
Have an organised and innovative approach to training and development. 
To act as a point of contact for other training providers to ensure these services are accessed.
Key Responsibilities:
· Promote and advance a learning culture within the service.
· Work with Registered Managers to develop and deliver effective induction programmes.

· Consult with Registered Managers to identify training needs.

· To research organisations and bodies that award grants or provide funding towards training and development. To build useful relationships with external learning providers or facilitators.

· To keep accurate training records that are comprehensive and up-to-date.

· To deal with enquires relating to training and development.

· Design, develop and deliver training and development programmes based on both the service provided and the individual’s needs.

· Consider the costs of planned programmes and keep within budgets.

· Produce programmes for training and development that are relevant to all levels of employees such as co-ordinators, risk assessors, senior support workers, day & night care support workers and domestic workers.
· Ensure that statutory training requirements are met.

· Monitoring and review the progress of new employees through questionnaires and discussions with Managers.

· Evaluate training and development programmes.

· Amend and revise training programmes as necessary, in order to adapt to the changes that occur in the work environment.

· Draw up an overall training plan.

· Deliver in-house training and produce materials for this purpose.
· Ensure all employees have opportunities for development

· Keeping up to date with developments in training.

· Increasingly having an understanding of e-learning techniques.

· Perform other duties as assigned by management.

Hours and Environment:
· You will usually work 9am – 5pm Monday to Friday. It may be necessary for your hours of work to be more flexible due to the nature of the service, to take into account the shift system.

· You will be office based, but you will be required to travel between company sites or to training venues etc.
Skills and Interests:
· Excellent communication skills

· The ability to relate to staff at all levels.

· The ability to encourage and motivate people.

· Organisational skills and the ability to plan ahead and manage your time.

· Presentation skills.

· Effective negotiating skills.

· The ability to write reports, keep records, and work within budgets.
· Computer skills.
This job Description indicates only the main duties and responsibilities of the post. It is not intended as an exhaustive list.

Czajka Community Care Services reserves the right to amend this Job Description from time to time, according to business needs. Any changes will be confirmed in writing. Please note that you share with Czajka Community Care Services the responsibility for making suggestions to alter the scope of your duties and improve the effectiveness of your post.

Please sign, print your name, and date below to indicate your acceptance of this Job Description.

Signature:...........................................................................
Name:.................................................................................      Date:.........................................
