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Job Description 

	Post Title: Learning & Development Officer
	Post Reference: JD236
	

	Summary of the role: 

The role holder will be responsible for leading the administration of 2gether’s Learning & Development activity. This includes coordinating learning events, leading procurement activity across the People Team, budget management, maintaining communication channels (e.g. Blink) and responding to colleague enquiries across multiple People Team inboxes. It also involves engagement with internal and external stakeholders, including learning providers and apprenticeship partners. 

The role will support the design, development and delivery of learning initiatives, including digital learning content using AI-supported platforms, creating engaging, consistent and accessible training resources across the organisation. This reflects a shift from traditional Learning & Development administration towards digitally enabled content creation and learning support.

Where required, the role holder will support the wider People Team with administrative tasks and project activity.

	Reports to: Learning & Development Manager



	
	Base / Location:  WHH with travel to other East Kent hospital sites as required


	Key Responsibilities
	Working Relationships & Contacts

	Learning & Development

	· Maintain and develop the Welcome Day programme 
· Support the L&D manager to design, implement and review development programmes 
· Understand learning styles, training design, group dynamics, interactive learning methods and group facilitation to enable the best approach and design of L&D plans and activities
· Support line managers to develop and maintain their teams Personal Development Plans 
· Evaluate the effectiveness of L&D activities, identifying opportunities and making recommendations for continuous improvement
· Support and manage the L&D budget effectively with cost efficiency in mind
· Support the development and roll-out of initiatives to enhance skills and capabilities across the organisation
· Build strong relationships with stakeholders and influence positive change across the organisation.
· Maintain up-to-date knowledge of Learning & Development, organisational development and best practice
· Create marketing materials to promote training opportunities ensuring cascade through all appropriate channels
· Support managers and departments in identifying learning and development needs through learning needs analysis and consultation
· Support the administration, promotion and monitoring of apprenticeship programmes and levy-funded learning opportunities.


Workforce Capability, Data & Projects
· Support workforce capability initiatives, including learning needs analysis and gap identification
· Work with stakeholders across departments to support learning priorities and initiatives
· Maintain project documentation and support delivery of L&D projects
· Contribute to the development of learning resources and continuous improvement of L&D processes
· Provide data for reports, including exit interview analysis and trend insights to inform People strategies 
· Arrange and coordinate regular People Team update meetings, including agenda planning and note taking 
· Support the People Team Policy Working Group, including administration, documentation and follow-up actions
· Continuously look for performance improvement opportunities, forming innovative proposals to improve ways of working 
· As part of the People team, manage, develop, support and implement key objectives, policies and initiatives and promote strategic, business-focussed ways of working, reviewing performance and driving improvement 
· 
Digital Learning Content Development
· Develop and maintain digital learning content using AI-supported tools (e.g. Synthesia)
· Translate learning requirements into engaging multimedia content (video, microlearning)
· Work with Subject Matter Experts to script and produce standardised learning materials
· Ensure content reflects a consistent organisational approach and ‘single version of the truth’
· Apply branding, accessibility and inclusion principles (e.g. subtitles, translation)
· Enable efficient updates and version control to maintain accuracy of content
· Support digital learning content, including mandatory training, induction, SOPs and toolbox talks
· Embed knowledge checks and interactive elements to enhance learning
· Monitor engagement and feedback to improve content quality and effectiveness

Learning & Development Administration
· Coordinate all activities required to support learning events, including scheduling, communication and follow-up
· Support procurement activity for Learning & Development, including raising requisitions and tracking expenditure
· Manage enquiries, providing guidance on learning opportunities and escalating issues where required
· Maintain apprenticeship records and systems (e.g. DAS), liaising with providers to ensure accuracy
· Analyse and report on learning data (e.g. attendance, evaluation, apprenticeships and digital engagement)
· Support the design and production of learning materials, including digital and face-to-face delivery
· Co-ordinate the 2gether Welcome Day, including logistics and content
· Support the planning and delivery of communication activity to promote learning initiatives and events
· Ensure timely and accurate learning content across platforms such as Blink
· Manage course waitlists, ensuring maximum utilisation of learning opportunities and effective delegate allocation 
· Support training compliance, monitoring completion, identifying gaps and following up on outstanding training
· Maintain accurate training records, including timely transfer of data between spreadsheets and ESR
· Analyse compliance and non-attendance data to identify risks and areas for improvement
· Follow up on training non-attendance (no-shows) and support rebooking where appropriate
People Team Administration
· Provide flexible administrative support across the People Team in line with business needs and workload demands
· Monitor shared People Team inboxes (e.g. People Team, Attendance, Wellbeing), ensuring timely responses 
· Lead procurement activity for the wider People Team, including raising purchase orders and tracking expenditure
· Support administrative processes including room bookings and event logistics
· Administer employee schemes such as cycle to work and buying and selling annual leave
· Support onboarding compliance processes including right to work documentation and DBS checks

	Managers and colleagues
Senior Leadership team
External suppliers 
Staff and trade union representatives
Local government and NHS bodies
Suppliers of goods and services
Relevant professional bodies




	Person Specification:
(Please state Essential (E) or Desirable (D)


	Knowledge & Skills

Excellent attention to detail, including visual impact and branding consistency (E)

Strong internal drive & enthusiasm (E)

Ability to problem solve and work collaboratively with key stakeholders and partners (E)

Strong communication skills with an ability to research, analyse and present written information (E)

Excellent training delivery and facilitation skills (E)

IT literate with good keyboard skills (E)

Ability to use own initiative and work unsupervised (E)

Ability to translate information into engaging learning content (D)

Ability to understand, manipulate, analyse and present data. (E)

Experience of designing and delivering blended learning solutions (E)

Confidence using digital platforms and tools to design, develop and report on digital content (E)
	Experience

Previous experience as an administrator in a busy department (E) preferably within a Human Resources and/or Learning & Development function (D)

Customer service experience dealing with internal and external customers (E)

Experience creating digital content creation e.g. video, e-learning, multimedia (E)

Evidence of continued professional development (D)

Experience creating digital learning content, e-learning or multimedia resources (E)
[bookmark: _GoBack]
	Qualifications

GCSE in Maths and English grade C or above or Equivalent (E)

Educated to ‘A’ level or equivalent (D)

CIPD Level 3 + qualified (D)
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Job Role: Essential Health and Safety information
	Does the post involve ? 
	
	
Y
	
N

	Confined Spaces?  

	A “confined space” means any enclosed place, such as may need to be accessed by Estates staff for maintenance such as loft spaces, plant rooms or flues.

	
	X

	Driving?

	This means driving a Trust Vehicle, Passenger Carrying Vehicle or transporting patients in own vehicle for work purposes. It does not include commuting or driving between places of work

	
	X

	Exposure to Substances Hazardous to Health?
	This is where risk assessments have identified known health hazards. For example designated latex glove user, formalin, PMMA use. 
	
	X

	Hand Arm Vibration Exposure?
	This includes hand held tools such as drills, saws and other power equipment. This is likely to include employees working in the Plaster Room, Mortuary, Estates and Orthopaedic Surgery.

	
	X

	Hand Washing? 
	This means washing hands 20 plus times per working day.

	
	X

	Lone Working?  

	This means employees who work by themselves without close or direct supervision. Lone working may be found in a wide range of situations, such as home or community visits, working alone outside normal hours, working in remote or confined areas (such as plant rooms).
	
	X

	Manual Handling?
	This means all job roles where there are specific manual handling / patient handling requirements.

	
	X

	Night working? 
	This means regular work at least 3 hours during the agreed ‘night period’ (usually includes 11pm to 6am).

	
	X

	Noise exposure? 

	This is where risk assessments have identified noise levels under the Noise at Work Regulations 2005, and is likely to include areas where ear protection is needed or workers regularly have to shout to communicate due to background noise.
	
	X

	Work at heights?

	A place is ‘at height’ if a person could be injured falling from it. This includes working on ladders, up scaffold or any other apparatus. It may also apply to staff who regularly have to stand on kick-stools or steps for significant periods of time to retrieve items/ notes from high shelving.
	
	X
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