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	Job Title:
	Learning & Development Co-ordinator

	
	Service Area:
	HR

	
	Team:
	HR

	
	Salary:
	Band 5



Job Description
Main Purpose of Job:
To provide advanced support and advise on the design, delivery, and evaluation of Learning and Development (L&D) activities, ensuring a seamless end-to-end experience for learners—from course organisation through to post-training evaluation. The role will lead on creating, updating and refreshing e-learning content within the Evotix Learn platform, overseeing the onboarding and induction programme for new starters, supporting early careers programmes, and maintaining high-quality learning resources.
Applying specialist L&D knowledge to enhance internal systems, curate bespoke learning content, and monitor training effectiveness. Facilitating and contributing to strategic organisational development initiatives aligned with the People Strategy as directed by the Senior Leadership team.
The role also involves external stakeholder engagement, including schools, colleges and partner organisations. Through these activities, the postholder will play a key role in strengthening the company’s learning offer, fostering collaboration, and driving continuous improvement.

Initial Key Responsibilities:
Learning and Development Delivery
Provide advice and advanced support in the design, facilitation, delivery, and evaluation of Learning and Development activities—both e-learning and face-to-face—ensuring a seamless end-to-end experience for learners, from course organisation and interactive session delivery through to post-training evaluation.

Support the L&D Apprentice in:
· Completing technical administration via the Learning self-service system.
· Communicating pre-course requirements and distributing course materials.
· Co-ordinating the management of room/venue bookings, layouts and requirements.
· Overseeing the onboarding and induction programme for new starters
· Monitoring bookings, managing waiting lists, and ensuring full utilisation of places.
· Preparing attendance lists and supporting evaluation processes by downloading and analysing survey data.
· Liaising with external training providers to collate learning needs, set dates and ensure all relevant information is shared.
· [bookmark: _Hlk218775444]Deal with general enquiries regarding training bookings and learning via email, Teams, and telephone.
Content Development and System Management
· [bookmark: _Hlk218773124]As a Systems Superuser, lead on updating digital e-learning content within the Evotix Learn platform ensuring this is fit for purpose.
· Lead on refreshing face to face learning content
· Upload, monitor, and maintain e-learning courses, ensuring completion of mandatory modules.
· Curate new innovative e-learning content using authoring tools and troubleshoot technical issues, liaising with providers where necessary.
· [bookmark: _Hlk218775293]Advise and implement improvements to e-learning content and functionality.
· Maintain accurate learning user records and provide stakeholders with precise reports.  
Facilitation and Advisory Support
· Facilitating and co-facilitation as required of in-house workshops and training sessions ensuring engagement, effective delivery, and a positive learner experience.
· Facilitate and support delivery of organisational development initiatives as directed by SLT.
· Draft or amend presentations and communications from established content and develop new innovative materials where appropriate.
Strategic and Collaborative Projects
· Contribute to projects aligned with the People Strategy and Wellbeing Strategy, supporting organisational development and cultural change as directed by SLT.
· Participate in cross-company working groups to improve and enhance the learning experience, sharing best practice identifying current trends in L&D.  
· Support SLT with the implementation of the Company’s Training Policy, Training Matrix and career pathways, ensuring they are current and meets legal and company requirements.  
Early Careers and Talent Development
· Liaise with local schools to deliver engaging initiatives such as Work Experience.
· Create a plan for students in collaboration with service areas ensuring good service area representation.
· Collaborate with all service areas identifying work experience opportunities, ensuring all documentation (including DBS checks) is complete.
· Support early careers programmes, including apprenticeships, internships, graduate schemes, in liaison with HR.
· Represent the Company at Careers Fairs
Financial and Administrative Duties
· Support with the raising of purchase orders and receipting invoices relating to the corporate training budget, updating the training tracker accordingly.
· Maintain accurate documentation and spreadsheets for all L&D activities ensuring the training calendar of events is updated annually. 
Continuous Improvement
· Monitor and report on training effectiveness, using data to inform improvements.
· Apply CIPD knowledge to advise and enhance processes and learning outcomes.
· Identify opportunities to improve learner experience and organisational capability.
Other Duties
· Undertake any other duties reasonably compatible with the role.

Responsible to: HR Business Partner in the interim 
Responsible for: L&D Apprentice 

Note:	This is a description of the job as it is constituted at (April 2026) 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 Company 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 Company’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Company reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Knowledge of Learning and Development principles, including adult learning theory and evaluation methodologies.
· Understanding of e-learning design, delivery, and maintenance within Learning Management Systems. 
· Experience facilitating workshops or training sessions, ensuring engagement and learning outcomes.
· Experience coordinating and administering training courses and events, including managing bookings and evaluation processes. 
· Experience maintaining accurate records and managing data within HR or Learning Management Systems.
· Experience supporting organisational development initiatives and projects aligned with strategic goals. 
· Experience providing customer-focused support and resolving queries promptly.
· Experience of financial procedures related to L&D (e.g., purchase orders, invoicing).
· Experience with data analysis techniques to measure training effectiveness and inform improvements.

	· Knowledge of project management principles and collaborative working across organisations. 
· Awareness of current trends and best practice in Learning and Development, including digital learning innovations.
· Awareness of HR policies and their link to organisational development and cultural change. 
· Experience of apprenticeship frameworks, early careers programmes, and government digital account processes.




	Skills and Abilities:

	· Excellent organisational skills with the ability to manage multiple priorities and deadlines.
· Strong IT skills, including proficiency in Microsoft Office and experience with Learning Management Systems.
· Ability to analyse data and produce reports to inform decision-making.
· Effective communication skills, both written and verbal, with confidence in liaising with internal and external stakeholders.
· Problem-solving skills and ability to troubleshoot technical issues.
· Ability to work collaboratively as part of a team and build positive relationships.
· Attention to detail and commitment to accuracy.
· Ability to design and develop engaging e-learning content.
· Facilitation skills for delivering workshops and supporting organisational development initiatives.
 
	

	Education and Training
	· CIPD Level 5 (or working towards) or equivalent experience in Learning and Development. 
· Evidence of continuing professional development in L&D or HR-related areas.
	· Training in e-learning design or use of authoring tools (Level 5 digital learning designer or equivalent)

	Other Requirements
	· Flexible and adaptable to changing priorities and organisational needs.
· Proactive approach to continuous improvement and enhancing learner experience.
· Willingness to travel occasionally to attend careers fairs or support events.
· Commitment to equality, diversity, and inclusion in all aspects of work.
· Ability to represent the organisation confidently at external events.
· Interest in contributing to cross-company working groups or collaborative projects.
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