
Post: HR TRAINING OFFICER    Department: HR   Grade:  ENSC5  £15284 (£25473 FT)   
HOURS:  24 hours (FT 40 hours)    Responsible to: HR Director 

Job description  

1. Assesses individual, departmental and organisational learning and development needs; 
identifies skills gaps and future learning requirements 
 

2. Is main point of contact for all training enquiries, internal and external, providing first time 
resolution to general enquiries 
 

3. Considers relevance of blended-learning options such as coaching, mentoring, on-the-job 
training, e-learning and simulation 
 

4. Designs and expands training and development programmes based on the needs of the 
organisation and the individual 
 

5. Delivers training sessions to staff, including statutory training 
 

6. When external training is required, sources new and innovative training providers 
 

7. Produces innovative and engaging training materials and handouts 
 

8. Stays aware of latest learning and development products and approaches and keeps HR 
management informed  
 

9. Delivers annual training within budget 
 

10. Ensures an efficient and effective onboarding experience is carried out, promoting a culture 
of continuous improvement and development 
 

11. Works with the rest of the HR team to design and delivery training on HR policies and 
procedures 
 

12. Creates and delivers a range of e-learning packages for our intranet 
 

13. Helps line managers solve specific training problems, either on a one-to-one basis or in 
groups 
 

14. Evaluates success of learning programmes and reports to HR Director 
 

15. Undertakes HR administration tasks and projects where required 

 
 



Person specification  
 
Experience and skills 

1. Experience of working in a training and development or HR role, competent to work at all 
levels including managers  
 

2. Ability to design, implement and evaluate a variety of training programmes to time,  
quality and cost 
 

3. Proficient in Microsoft Office; experience of using an HR system an advantage 
 

4. A professional and discreet approach conducive to maintaining the integrity of the 
department and the sensitive data and information that are part of HR activity 
 

5. Exceptional interpersonal, organisational and planning skills. Reliable and can work under 
pressure and meet deadlines 
 

6. Ability to work out of hours as required; some flexibility also required on occasions such as 
when delivering training 
 

7. In addition to L&D, general knowledge of HR functions to assist the team (recruitment, H&S, 
employee benefits)  
 

8. A positive and customer service-based approach to the role as well as the ability to act inline 
with our values:  commitment; innovation; collaboration; knowledge 


