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	Job Title:
	Business Solutions Trainer 

	
	Service Area:
	Environmental Services & Port Health

	
	Team:
	Port Health

	
	Salary:
	Band 6 (SCP 24 to 27) 



Job Description


Main Purpose of Job:
To deliver the provision of business software and solutions training both internally and externally to all customers, to ensure business performance is maximised through the different technological platforms that are developed in house at Suffolk Coastal Port Health Authority (SCPHA).
To support the Lead Business Solutions Trainer and Business Relationship Officer with the onboarding of new customers, ensuring a professional and business focused customer experience.


Our Values

You will be expected to work in line with our values which are:

	Professionalism
demonstrate a “can-do” attitude whilst acting with integrity and dignity
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	Equality
people are different be considerate of their needs and points of view
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	Respect
treating others as we want to be treated ourselves
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	Teamwork
working together for the benefit of team Port Health
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	Trust – 
develop confidence in team Port Health
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Key Responsibilities:
1. To be responsible for the day to day training of both Port Health staff internally and to all customers externally, in the technological platforms developed in house at SCPHA.  
2. To be familiar with other systems and tools used within the organisations, to provide standardised training in the basic use of the digital environment.

3. To design and maintain training packages across multi platforms (ie documentation, videos etc), including the new starter induction package, for the software and solutions that are provided. To ensure it is in line with latest developments and is to the highest standard.
4. To utilse digital design platforms and tools to create, mange and optimise content, ensuring effective communication and engagement across various digital channels. 
5. To organise and run online and in-person training to all levels of the organisations, including senior management, all staff and external stakeholders. 
6. To carry out release management documentation and training on Systems.

7. To maintain training records and documentation for all business software and solutions training delivery undertaken.
8. In liaison with Lead Business Solutions Trainer, to monitor and evaluate the effectiveness of all training delivered both internally and externally, liaising with participants and managers.
9. To feedback in a structured way any issues that have arisen from the training to all relevant parties.
10. Establish gaps in knowledge relating to systems use, product and process knowledge across the organisations.
11. To make recommendations to the Lead Business Solutions Trainer based on the findings of analysis, identifying the most appropriate method of delivery (coaching, individual learning, group learning etc) for the circumstances.

12. To advise Port Health Management team on development interventions to meet aims and objectives of the Service Plan.
13. To continually review training methods to make sure the most up to date technology and methods are being utilised.

14. To work with the Business Relationship Officer and Business Analysts, to assist in the redevelopment of Port Health Systems.
15. To support the Lead Business Solutions Trainer with the onboarding of new customers, and in the roll out of all applications, ensuring that the customer experience is professional and business focused at all times.

16. Working with the Technical Trainer, to be responsible for induction and training of new staff. 

17. To support new staff through ongoing coaching and/or mentoring with the aim of the wider development of the individual, as required. 
18. To drive Port Health values through all training and development activities. 
19. To support SCPHA with outreach activities in the community by educating people about Port Health Services and the opportunities available through public events.
20. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
21. To promote and adhere to the workplace values of our organisation.



Line Manager:

Lead Business Solutions Trainer 
Responsible for:  
No direct reports


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at January 2025 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience:
	· Demonstrated and proven experience of working in a training environment or a portfolio of examples of training & coaching delivery

· Experience in designing, editing and maintaining training materials.
· Highly computer literate with proficiency at an advanced level in MS Office, Adobe creative cloud and related business systems.
· Knowledge of learning management systems and web delivery tools.

· Familiarity with traditional and modern training methods and techniques.
· Experience of working in a digital and customer-focussed environment.

	· Experience of working with managers and staff to identify training and development needs.

· Previous experience  of  working in a Port Health environment, undertaking work at a technical level.

· An in depth working knowledge and understanding of Port Health processes and procedures.

· Up to date knowledge of legislation in relation to Port Health statutory duties.

· Up to date knowledge and understanding of Port Health systems.



	Skills and Abilities:

	· Ability to convey complex information in a manner that can be understood by differing capability levels. 

· Self motivated, adaptable, diplomatic and enthusiastic. 

· Advanced organisational skills with the ability to handle multiple assignments.

· Excellent interpersonal skills to be able to work with people at all levels, to motivate and change attitudes.

· Ability to quickly pick up digital working practices.

· Ability to assess knowledge and understanding in others. 

· Excellent ICT skills with high level of technical ability. 

· Attention to detail. 

· Ability to work independently and within a team. 

· Ability to accept changing priorities, work under pressure and meet deadlines. 

· Strong analytical skills. 

· Able to establish strong relationships with internal and external contacts at all levels. 

· Able to challenge current working practices. 

· Positive approach to change. 

· Logical and organised to meet deadlines and objectives.

· Ability to work cooperatively with colleagues at all levels. 

· Ability to make decisions on course content.

· Ability to identify trends and make practical recommendations.

· Strong customer focus.

	· Ability to give clear, well planned presentations to various audiences.
· Giving and receiving constructive feedback.
· Questioning, active listening skills and ability to explain clearly.

· Experience of leadership and motivational skills.


	Education and Training
	· Educated as a minimum to Level 3 standard eg BTEC, 2 A levels, NVQ3 or equivalent. 
· Appropriate training in a relevant Digital field. 

· Evidence of continuous professional development.

	· Certified Microsoft Trainer. (MCT)
· Professional qualification in Training, e.g. Diploma in Education and Training, Postgraduate Certificate in Education, City & Guilds Award in Education and Training Level 3 etc.


	Other Requirements
	· Occasional requirement to travel to meetings within and between the Ports of Felixstowe and Harwich, other Council locations and other locations to meet the requirements of the position.

· A commitment to own development and supporting training and development initiatives.

· Commitment to Safeguarding Children and Young People.
· Ensure data quality standards are adhered to.

· Commitment to Equal Opportunities.

· Commitment to Corporate Working.

· Commitment to Diversity.
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