	Job Title:
	Learning & Development Coordinator
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	Job Grade: 
	C
	

	Reports To:
	Learning & Development Manager
	

	Service Overview:

The People Team are at the heart of Compass, supporting colleagues throughout their employment journey and helping to ensure we deliver high quality health and wellbeing services to children, young people and their families.

The People Team supports the entire colleague life cycle, from recruitment and onboarding through to reward, talent management, learning and development, employee engagement and employee relations. The aim is to attract, develop and retain a talented, values driven workforce that enables Compass to achieve its strategic objectives.

The Learning and Development function supports colleagues across Compass by coordinating, tracking and reporting on organisational learning and development activity, helping to ensure colleagues have access to the knowledge, skills and development opportunities they need to succeed in their roles.


	Job Purpose:

The Learning & Development Coordinator plays a key role in supporting the delivery of Compass' learning and development offer. The post holder will coordinate, administer and monitor learning and development activity across the organisation, ensuring training is well organised, accessible and provides a positive experience for colleagues.

Working closely with the Learning & Development Manager, colleagues across Compass and external training providers, the post holder will coordinate training programmes, maintain accurate learning records and support the effective administration of learning and development systems. This includes scheduling training, monitoring attendance and completion, maintaining training data and producing reports to support organisational compliance and workforce development.

The Learning & Development Coordinator will act as a key point of contact for colleagues, managers and training providers, providing timely support, guidance and communication relating to learning and development activities. The role will contribute to the continuous improvement of learning and development processes, systems and resources, helping to ensure colleagues have access to the knowledge, skills and development opportunities needed to succeed in their roles.



	Key Duties and Responsibilities:

1. Operational

1.1 Set up internal and external training sessions.

1.2 Ensure training records and activities meet organisational and regulatory standards.

1.3 Maintain regular contact with services and departments regarding mandatory and elective learning and development opportunities.

1.4 Compile reports on training completion, attendance and learner feedback, sharing these reports to support compliance and informed decision making.

1.5 Maintain accurate training records across eLearning platforms and the HR system, including attendance, completion and evaluation tracking.

1.6 Own and administer the organisational training matrix.

1.7 Seek regular feedback on the delivery and quality of learning and development activities.

1.8 Manage induction training for all employees, maintaining high standards of service delivery.

1.9 Support the monitoring of training costs and processing of invoices from external providers.

1.10 Provide general administrative support to the People Team, including preparing reports, updating spreadsheets and responding to queries.

1.11 Provide support to learning and development projects as required.

1.12 Provide administrative support to the Learning and Development Steering Group.

1.13 Promote learning and development opportunities across the organisation, ensuring colleagues and managers are aware of available training and development activities.

1.14 Monitor training compliance and proactively follow up with colleagues and managers to support completion of mandatory and role specific learning requirements.

1.15 Identify and escalate potential risks relating to training compliance, supporting managers to address gaps and maintain organisational standards.

1.16 Coordinate training bookings, invitations, joining instructions and learning resources to ensure colleagues are able to access learning and development opportunities.


2. Developing and Maintaining Relationships

2.1 At all times, display and promote the highest standards of customer service, being efficient, effective and easy to do business with.

2.2 Build positive working relationships with colleagues, managers, trainers and external providers.

2.3 Work closely with the Learning & Development Manager to support delivery of the learning and development agenda.

2.4 Provide timely and effective communication and responses to queries.

2.5 Work closely with the Data and Insights Team and other key stakeholders to support the production of accurate and meaningful learning and development reporting.

2.6 Collaborate with colleagues across services to support effective delivery and value for money.

2.7 Communicate clearly with external training providers and partners to support high quality learning delivery.

2.8 Provide timely support and guidance to colleagues engaging in learning and development activities and systems.

2.9 Represent Compass professionally and act in accordance with Compass values in all interactions with colleagues, managers, learners, training providers and external stakeholders.

2.10 Build and maintain effective working relationships across the organisation, positively influencing engagement with learning and development activity.

2.11 Build credibility and trust with colleagues and managers, encouraging engagement with learning and development activity and promoting a positive learning culture.

2.12 Communicate confidently and professionally with colleagues at all levels, providing advice, support and constructive challenge where appropriate.

3. Managing Resources

3.1 Maintain accurate learning and development records, data and documentation in line with organisational requirements.

3.2 Monitor training attendance, completion and compliance information to support organisational reporting requirements.

3.3 Support the administration and effective use of learning management systems, eLearning platforms and HR systems.

3.4 Contribute to the production of reports and management information to support learning and development activity.

3.5 Ensure learning and development records are maintained in accordance with Data Protection requirements and organisational procedures.

3.6 Support the monitoring of learning and development expenditure and external training costs in line with agreed processes.
 

4. Managing Self

4.1 Prioritise and manage own workload within agreed objectives, using initiative and a proactive approach to planning and organisation. Communicate effectively where issues, risks or competing priorities may impact delivery and seek guidance where appropriate.

4.2 Participate in regular supervision in accordance with professional guidelines.

4.3 Take responsibility for own learning and professional development in line with Compass' Learning and Development framework and guidelines for professional practice.

4.4 Participate in the Compass performance review process and respond to agreed objectives.

4.5 Take responsibility for own and others' health and safety in the working environment.

4.6 Ensure that confidentiality is upheld at all times in line with Compass policy.

4.7 Ensure safeguarding responsibilities are delivered in line with role and competency level.

4.8 Work in accordance with Caldicott Principles, where applicable, Data Protection principles and adhere to all relevant Compass policies and procedures.

4.9 Maintain accurate records in line with Compass policies and procedures.


Flexible Approach
· To undertake any evening or weekend working as required.
To carry out such other duties commensurate with the grading of the post as may be reasonably determined from time to time.

In addition to these functions the post holder is expected to:

5. In agreement with the line manager carry out such other duties as may be reasonably expected in accordance with the grade of the post.


	Financial Responsibilities:  None	 

	People Responsibilities:  None
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	ESSENTIAL

	
Qualifications

· GCSE English and Maths at Grade C/4 or above, or equivalent qualification.

Experience

· Experience of working in an administrative or coordination role.
· Experience of training administration, learning and development administration, HR administration or a similar administrative environment.
· Experience of maintaining accurate records and data.
· Experience of producing reports and monitoring information to support organisational activity.
· Experience of working with internal and external stakeholders.
· Experience of supporting the delivery of training, learning activities or organisational initiatives.

Knowledge

· Good working knowledge of Microsoft 365, particularly Excel.
· Knowledge of learning management systems, eLearning platforms or HR systems.
· Knowledge of data management and reporting processes.
· Knowledge of confidentiality, information governance and Data Protection principles.
· Understanding of learning and development administration processes.

Personal

· Strong organisational skills and attention to detail.
· Ability to manage multiple priorities and meet deadlines.
· Ability to communicate clearly and professionally with a range of audiences.
· Ability to build and maintain effective working relationships with colleagues, managers, external providers and stakeholders.
· Confidence to provide guidance and constructive challenge where appropriate.
· Ability to work independently and use initiative whilst contributing positively as part of a team.
· Ability to work in a fast paced environment whilst maintaining accuracy and high standards of service delivery.
· Proactive and adaptable approach to changing priorities and service needs.
· Commitment to continuous improvement.
· Demonstrates Compass values.


	DESIRABLE

	
Qualifications

· Qualification in Business Administration, Human Resources, Learning and Development or a related subject.

Experience

· Experience of working within a learning and development function.
· Experience of administering learning management systems or eLearning platforms.
· Experience of supporting organisational projects.
· Experience of monitoring training compliance and completion.

Knowledge

· Knowledge of learning and development best practice.
· Knowledge of mandatory training requirements within health, wellbeing, education or social care services.

Personal

· Interest in learning and development and supporting the development of others.
· Confidence presenting information to groups or supporting training delivery.

	Key Competencies/Personal Attributes:

	
The post holder must demonstrate strengths in the following competency areas:

· Team Player – able to work as part of a team, co-operate to work together and in conjunction with others and willing to help and assist whenever possible and appropriate.
· Interpersonal skills – able to develop, establish and maintain positive relationships with others both internal and external to the organisation.
· Strategic Thinking – able to identify and manage risk.
· Confidence and Presentation Skills– able to deliver messages in a confident manner, with excellent presentation skills and group work skills.
· Communication skills – excellent communication skills (both written and verbal) and ability to adjust communication style and content to the audience.
· Resilience and Workload Management – able to work under pressure, dealing with peaks and troughs in workload and see tasks through to completion when under pressure.
· Flexible & Adaptable – positive attitude to dealing with change; flexible and adaptable, and open to exploring new ideas.
· Self-awareness – ability to empathise with others, maturity to admit and rectify mistakes and strong degree of personal integrity to adhere to acceptable standards of behaviour.
· Motivated – highly motivated and reliable and organised to plan and meet deadlines and manage time effectively.

	Compass Values:

	
The post holder must demonstrate exemplary behaviour in all Compass values, personifying the values and inspiring all staff to do the same:

· Integrity: An unstinting commitment to honesty and openness in all our activities.
· Valuing Each Individual: Respecting the needs of each person and helping them gain greater control of their life. 
· Being Solution Focused: Responding quickly and flexibly to current and emerging needs.
· Consistent & Reliable Approach: Always delivering on our commitments.


	Safeguarding:

	
The post holder must demonstrate and share our commitment to Safeguarding:

· Work proactively to safeguard and promote the welfare of children, young people and vulnerable adults.



Compass is committed to promoting the welfare of all those we serve, as well as complying with best practice in the application of safeguarding and we expect all staff and volunteers to share our commitment. As part of our safer recruitment process, an enhanced DBS check will be undertaken before appointment as part of our pre-employment checking process and will be rechecked as and when determined by Compass. For further information about what is required in this process please go to www.gov.uk/disclosure-barring-service-check.

Compass is also committed to equal opportunities and expects all those employed or who volunteer to share our commitment.
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